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FOREIGN  CLAIMS  SETTLEMENT 
COMMISSION 

PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

Pursuant  to  the  requirements  of  Sections  (eX4)  and  efll)  of  the 
Privacy  Act  of  1974,  Public  Law  93-579,  88  Stat.  18%,  notice  is 
hereby  given  of  the  existence  and  character  of  the  systems  of 
records  maintained  by  the  Foreign  Claims  Settlement  Commission 
(FCSC)  and  of  the  routine  uses  thereof.  Interested  persons  are  in¬ 
vited  to  submit  written  data,  views,  or  arguments  prior  to  Scp- 
tsMber  19,  1975,  to  the  Executive  Director  (Privacy  Officer), 
Foreign  Claims  Settlement  Commission,  1111  20th  Street,  NW, 
Washington,  DC  20579. 

Signed  the  18th  day  of  August  1975. 

Wayland  D.  McClellan, 

Geoeral  Counsel 

FCSC-1 

System  name:  BULGARIA,  CLAIMS  AGAINST  (Isr  Pro¬ 
gram)— FCSC 

System  location:  Washington  National  Records  Center,  GSA, 
4205  Suitland  Road,  Wash.,  DC  20409.  Alphabetical  Index  to 
system  maintained  at  Foreign  Claims  Settlement  Commission,  1111 
20th  Street,  NW,  Washiiigton,  DC  20579. 

Categories  of  imHvidaals  covered  by  the  system:  U.S.  Nationals 
who  suffered  certain  property  losses  or  damages  in  Bulgaria  prior 
to  Aug.  9, 1955. 

Categories  of  records  la  the  system:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  nature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Authority  for  maintenance  of  the  system:  Title  III,  International 
Claims  Settlement  Act  of  1949,  as  amended. 

Routiac  ttSM  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  pnrpooes  of  such  nses:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eligibility  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of  rights  to  appeal;  and  preparation  of  certifica 
tions  of  awards,  if  any,  to  Treasury  Department  for  payment  by 
authorized  FCSC  personnel.  Names  and  other  data  furnished  by 
claimants  used  for  verifying  citizenship  status  with  INS.  Law  en¬ 
forcement;  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether -civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

Pelkies  and  practices  for  storiag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 


RctrievabiUty:  Filed  numerically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identificatioa  of  claim. 

Safeguards:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

Retention  and  disposal:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordaiKe  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful.  This 
system  of  records  was  retired  to  the  Washington  National  Records 
Center  after  the  completion  ot  the  claims  program  on  Aug.  9,  1959. 

Systens  mnnngerfs)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  2(Xh  St.,  NW,  Washington, 
DC  20579.  202/382-3137. 

Notificalion  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  catsgorier  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 2 

System  name:  BULGARIA,  CLAIMS  >GAINST  (2nd  PRO¬ 
GRAM)— FCSC 

System  locatioa:  Washington  National  Records  Center,  420S  Suit- 
land  Road,  Washington,  DC  20409. 

Categories  of  individuals  covered  by  the  system:  US  Nationals  who 
suffered  property  losses  in  Bulgaria  between  Aug.  9,  1955,  and  July 
2,  l%3. 

Categories  of  records  in  the  syRcm:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  nature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purjmse  of  receiving  compensation. 

Authority  for  audntenaacc  of  the  system:  Title  III,  International 
Claims  Settlement  Act  of  1949,  as  amended,  and  US-Bulgarian 
Claims  Agreement  of  July  2,  1963. 

Routine  nses  of  records  nuiatained  in  the  system,  iucludiag  categn- 
rks  ot  nmrs  and  the  purpoocs  of  such  uses:  Records  are  used  for  ^e 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eU^bility  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any;  to  Treasury  Deparbnent  for  payment  by 
authorized  FCSC  personnel;  names  and  other  date  furnished  by 
claimants  used  for  verifying  citizenship  status  with  INS.  Law  En¬ 
forcement:  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  cirminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  ruk  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementiiig  the  statute,  or 
rule,  r^ulatton  or  order  issued  pursuant  ttereto. 

Polkics  and  pmclicm  far  storing,  retrieving,  accessing,  retaining, 
and  dlspiMing  of  records  fas  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 

RctrievabiUty:  Filed  numerically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  cla^  number.  Alphabetical  index 
used  for  identification  of  claim. 
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Safcgwrds:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

RctcntioB  and  disposal:  Records  maintained  under  S  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful.  This 
system  of  records  was  retired  to  the  Washington  National  Records 
Center  after  the  completion  of  the  claims  program  on  Aug.  9,  1939. 

System  maBagcr(s)  and  addrcm:  Executive  Director,  Foreign 
Cla^s  Settlement  Commission,  1111  20th  St.,  NW,  Wash.,  DC 
20579.  202/382-3137. 

Notificatton  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 3 

System  name:  CERTIFICATIONS  OF  AWARDS— FCSC 

System  location:  Foreign  Claims  Settlement  Commission,  1111 
20th  St..  NW,  Washington,  DC  20S79. 

Cat^orles  of  individuals  covered  by  the  system:  INDIVIDUALS 
receiving  awards  under  the  International  Claims  Settlement  Act  of 
1949,  and  War  Claims  Act  of  1948.  ^ 

Categories  of  records  in  the  system:  Names  and  addresses  of  clai¬ 
mants  and  amounts  of  awards  certified  to  Treasury  Department  for 
payment.  Name  and  address  of  claimant’s  representatives,  if  any, 
also  included  in  certification  voucher. 

Authority  for  maintenance  of  the  system:  International  Claims  Set-«, 
tlement  Act  of  1949,  as  amended,  and  War  Claims  Act  of  1948,  as 
amended. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Award  certifications 
prepared  by  authorized  FCSC  personnel  and  forwarded  to  Treasury 
Department  for  payment  in  accordance  with  statutory  authority  and 
Treasury  Department  regulations  and  procedures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispodag  of  records  in  the  sytem: 

Storage:  Contained  in  file  folders 

Ratiievabillty:  By  voucher  number  and  date  of  certification. 

Safeguards:  Records  are  maintained  in  file  cabinets  in  locked 
rooms. 

Retentioa  and  disposal:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful. 

System  maaagerfs)  and  addrem:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St,  NW,  Washington, 
DC  20579.  202/382-3137. 

NotUlcatlon  procedare:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  From  award  portion  of  decisions  as 
determined  by  FCSC. 

FCSC— 4 

System  name:  CHINA,  CLAIMS  AGAINST  COMMUNIST  -  FCSC 

System  location:  Washington  National  Records  Center,  4205  Suit- 
land  Road,  Washington,  DC  20409.  Alphabetical  Index  to  system 
maintained  at  Foreign  Claims  Settlement  Commission,  till  20th 
St,  NW,  Wash.,  DC  20579. 

Categories  of  individnals  covered  by  the  system:  US  nationals  who 
suffered  property  losses,  death  and  disability  in  mainland  China 
arising  since  Oct.  1,  2949. 

Categories  of  records  in  the  system:  Claim  apidication  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization  of  claimant;  nature  and 
amount  of  claim;  description,  ownership  and  value  of  property;  and 
evidence  to  support  claim. 

Authority  for  nsaintenance  of  the  system:  Title  V,  International 
Claims  Settlement  Act  of  1SM9,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  entego- 
ttes  af  users  and  the  purposes  of  such  uses:  Adjudication  of  claim, 
issuance  of  decisions  as  to  the  validity  and  amounts  of  claims  and 
issuance  of  certificationt  to  each  individual  claimant  as  to  amount 
determined  by  FCSC  officials  and  personnel.  Such  amounts  and  co¬ 
pies  of  FCSC  decisioiM  are  certified  to  the  Secretary  of  State  pend¬ 
ing  conclusion  of  any  claims  settlement  agreement  between  US  and 


China.  Law  Enforcement;  in  the  event  that  a  system  of  records 
maintained  by  FCSC  to  carry  out  its  functions  indicates  a  violation 
'  or  potential  violation  of  law,  whether  civil,  criminal  or  regulatory  in 
nature,  and  whether  arising  by  general  statute,  particular  program 
statute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto,  the 
relevant  records  in  the  system  of  records  may  be  referred,  as  a  rou¬ 
tine  use,  to  the  appropriate  agency,  whether  federal,  state,  local  or 
foreign,  charged  with  the  responsibility  of  investigating  or  prosecut¬ 
ing  such  violation  or  charged  with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 

Retrievability:  Filed  numerically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

Safeguards:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

Retention  and  dispoul:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C  3301- 
3314  when  such  records  are  determined  no  longer  useful. 

System  manageH*)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  till  20th  St.,  NW,  Wash.,  DC 
20579.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  Above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 5 

System  name:  CIVILIAN  INTERNEES  (VIETNAM)— FCSC  % 

System  location:  Foreign  Claims  Settlement  Commission,  1111 
20th  St.,  NW,  Washington,  DC  20579. 

Categories  of  individuals  covered  by  the  system:  American  citizens 
held  by  a  hostile  force  in  Southeast  Asia  during  Vietnam  conflict. 

Categories  of  records  in  the  system:  Claim  application  form  con¬ 
tains  name  and  address,  date  and  place  of  birth  ,  birth  certificates. 
Verification  of  internment  furnished  by  State  Department  contains 
names,  addresses  and  inclusive  dates  of  internment. 

Authority  for  maintenance  of  the  system:  Sec.  5(i),  War  Claims 
Act  of  1948,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
rics  of  users  and  the  purposes  of  such  uses:  Adju^cation  of  claims 
of  American  citizens  and  certification  of  awards  to  Treasury  De¬ 
partment  for  payment  by  authorized  FCSC  persoimel.  Law  enforce¬ 
ment;  In  the  event  that  a  system  of  records  maintained  by  FCSC  to 
carry  out  its  functions  indicates  a  violation  or  potential  violation  of 
law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  a^ 
propiiate  agency,  whether  federal,  state,  local  or  foreign  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 

Retrievability:  Filed  by  claim  number.  Cross-referenced  by 
alphabetical  index  cards. 

Safmuards:  Security  guards  in  building.  Records  maintained  in 
file  cabinets  in  locked  rooms  accessible  o^y  to  authorized  Commis¬ 
sion  personnel. 

Retention  and  disposal:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful. 

System  managerfs)  and  address:  Executive  Director,  Foreign 
Claws  Settlement  Commission,  1111  20th  St,  NW,  Wash.,  DC 
20379.  202/382-3137. 

^Nedficatioa  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  at  the  above. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained. 

FCSC— « 

System  name:  CORRESPONDENCE  (GENERAL)  -  FCSC 
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System  locatioa:  Foreign  Claims  Settlement  Commission,  1111 
20th  St.,  NW,  Washington,  DC  20579. 

Calcgorict  of  individuals  covered  by  the  system:  Generally,  US  na¬ 
tionals  suffering  losses  in  foreign  countries,  also  inquiries  from 
Congressmen.  EF  Correspondence  containing  names  and  addresses 
of  individual,  description  and  location  of  property  or  other  types  of 
losses.  Inquiries  generally  are  related  to  claims.  Commission 
procedures  and  other  related  matters  not  included  under  the 
'Correspondence  (Inquiries  concerning  claims  in  foreign  countries)' 
system. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  iacludiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  dissemination  of 
requested  information  to  individuals  by  FCSC  personnel.  Cor- 
responderice  may  be  referred  to  other  concerned  agencies  on  mat¬ 
ters  not  within  the  jurisdiction  of  FCSC. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Alphabetical  in  file  cabinets. 

Retrievahility:  By  name. 

Safeguards:  Security  guards  in  building.  Records  maintained  in 
file  cabinets  in  locked  rooms  accessible  oiUy  to  authorized  Commis¬ 
sion  personnel. 

Retention  and  disposM:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful. 

System  managerfs)  and  addrem:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Wash.,  DC 
20579.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 7 

System  nanM:  CORRESPONDENCE  (INQUIRIES  CONCERNING 
CLAIMS  IN  FOREIGN  COUNTRIES)-FCSC 

System  locatioa:  Foreign  Claims  Settlement  Commission,  1111 
20th  St.,  NW.  Washington,  DC  20579. 

Categories  of  individnals  covered  by  the  system:  US  nationals  suf¬ 
fering  losses  in  foreign  countries,  inquiries  from  Congressmen. 

Categories  of  records  in  the  system:  CorrespOTdence  containing 
names  and  addresses  of  individuals  and  description  and  location  of 
property  or  other  typ^  of  losses.  Inquiries  generally  are  related  to 
claims  programs  administered  by  FC^.  Records  also  include  those 
transferred  from  State  Department  which  may  relate  to  such  pro¬ 
grams. 

Anthoilty  for  maintenance  el  the  system:  5  U.S.C.  301,  sec.  4(d) 
International  Claims  Settlement  Act  of  1949,  as  amended,  and  sec. 
216,  War  Claims  Act  of  1948,  as  amended. 

Routine  uses  el  records  maintained  in  the  mrstem,  ihcliidii^  cete^e 
riee  of  users  and  the  pnrpoees  el  sach  aoea:  For  dissemination  of  in¬ 
formation  to  individual  maki^  inquiries  by  authorized  FCSC  per¬ 
sonnel  concerning  various  claims  programs  authorized  under  the  In¬ 
ternational  Claims  Settlement  Act  of  1949,  as  amended,  the  War 
Claims  Act  of  1948,  as  amended,  international  claims  agr^ments, 
and  for  notifications  purposes  for  newly  authorized  claims  pro¬ 
grams  which  individuals  may  be  affected. 

PnHctee  and  prncticca  lor  staring,  retrieving,  aeceaslng,  retnlaing, 
and  dlipoolag  of  records  In  the  sytem: 

Starage:  Alphabetical  in  file  cabinets. 

Retrievahility:  By  name. 

Safeguards:  Security  guards  in  building.  Records  maintained  in 
file  cabinets  in  locked  rooms  accessible  o^y-to  authorized  Commis¬ 
sion  personnel. 

Retention  and  diopoaM:  Records  maintained  under  S  U.S.C  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful 

System  managsrfs)  and  aidrim;  Executive  Director,  Foreign 
Clatms  Settlcasent  Commissio  n,  till  20lh  St.,  NW,  Wash.,  DC 
20379.  202/382-3137. 

Wstlllcation  procodnre;  Same  as  the  above. 

Contesting  reeord  proeedarcs:  Same  as  the  above. 

Reeord  source  entegsrim;  Individual  on  whom  the  record  is  main¬ 
tained. 


FCSC— 8 

System  name:  CUBA,  CLXiMS  AGAINST— FCSC 

System  location:  Washington  National  Records  Center,  GSA, 
4205  Suitland  Road,  Washington,  DC  20409.  Alphabetical  index  to 
system  maintained  at  Foreign  Claims  Settlement  Commission,  1111 
20th  St.,  NW,  Washington,  DC  20579. 

Categories  of  individnals  covered  hy  the  ^stem:  US  nationals  who 
suffered  property  losses,  death  and  disability  in  Cuba  since  January 
I,  1959. 

Categories  of  records  in  the  system:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization  of  claimant;  nature  and 
amount  of  claim;  description,  ownership  and  value  of  property;  and 
evidence  to  support  chum,  including  medical  and  death  records  in 
claims  involving  death  and  disability. 

Authority  for  Bsaintcnaucc  of  the  system:  Title  V,  International 
Claims  Settlement  Act  of  1949,  as  amended. 

Routine  uses  of  records  mafaitaincd  in  the  system,  incindiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Adjudication  of  claim, 
issuance  of  decisions  as  to  the  validity  and  amounts  of  claims  and 
issuance  of  certification  s  to  each  individual  claimant  as  to  amount 
determined  by  FCSC  officials  and  personnel.  Such  amounts  and  co¬ 
pies  of  FCSC  decisions  are  certified  to  the  Secretary  of  State  pend¬ 
ing  conclusion  of  any  claims  settlement  agreement  between  US  and 
Cuba.  Law  Enforcement:  In  the  event  that  a  system  of  records 
maiittained  by  FCSC  to  carry  out  its  functions  indicates  a  violation 
or  potential  violation  of  law,  whether  civil,  criminal  or  regulatory  in 
nature,  and  whether  arising  by  general  statute  or  particular  program 
statute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto,  the 
relevant  records  in  the  system  of  records  may  be  referred,  as  a  rou¬ 
tine  use,  to  the  appropriate  agency,  whether  federal,  state,  local  or 
foreign,  charged  with  the  responsibility  of  investigation  or  prosecut¬ 
ing  such  viotetkm  or  charged  with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 

Pollctes  and  practices  for  storing,  rctrtevlug,  accemlag,  retalalag, 
aad  tUspnilag  of  records  la  the  sytem: 

Starage:  Paper  records  maintained  in  file  folders. 

Retrievahility:  Filed  numerically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

Safeguards:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

Reteatiaa  aad  disposal:  Records  maintaiited  under  S  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful. 

System  amaageris)  and  address:  Executive  Director,  Foreign 
Cla^  Settlement  Commission,  till  20th  St.,  NW,  Washington, 
DC  20579.  202/382-3137. 

NotlHcatlon  proeedare:  Same  as  the  above. 

Coatestlag  record  procedures:  Same  as  the  above. 

Record  source  cstegsrles;  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC-f 

Syriem  amne:  CZECHOSLOVAKIA,  CLAIMS  AGAINST— FCSC 

System  lacatlan:  Washington  National  Records  Center,  OS  A, 
4203  Suitland  Road.  Wash..  DC  20409.  Alphabetical  index  to 
system  maintained  at  Foreign  Claiou  Settiement  Commission,  1111 
20th  St..  NW.  Washington.  DC  20S79. 

Categsriec  el  ladividaals  covered  hy  the  system:  US  nationals  who 
suffered  property  losses  ia  Czechoslovakia  after  January  1,  1943. 

Cstagsrlm  el  rscards  la  the  qritam:  Claim  application  form  con¬ 
taining  name  and  address  of  claimaat  and  representative,  if  any; 
date  and  pl^  of  birth  or  naturalizatioo;  nature  and  aamunt  of 
claim;  descriptioa,  ownership,  aad  value  of  property;  and  evidence 
to  support  claan  for  the  purpose  of  receiveiag  compensation. 

Antherity  lar  nmlntaaaace  of  the  system;  Title  IV,  International 
Claima  Settlement  Act  of  1949,  as  aarended. 

Raatine  asm  el  raeards  audntalaod  la  the  system,  Inchsding  categs 
rteo  of  nssrs  aad  the  ^urpaam  el  sach  asss:  Records  are  used  for  the 
purpose  of  adjudicating  dakss  of  individuab;  issuance  of  decisions 
concerning  ehgibdity  to  receive  compeasatioa  under  tte  Act;  notifi¬ 
cations  to  chtmaatt  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any,  to  Treasury  Departinent  for  payment  by 
authorized  FCSC  persoaiwl.  Names  and  other  data  furnished  by 
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dainaati  «scd  for  verifying  citizenship  sutus  with  INS.  Law  en¬ 
forcement:  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  polentUl 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  tuk  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementii^  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

PoUdas  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  sytsas* 

Paper  records  maintained  in  file  folders. 

Bctrievabllity:  Filed  numerically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

Sfliegnards:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

■ctsatlon  and  dispoari:  Records  maintained  under  S  U.S.C  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful. 

SyatssB  managsrfs)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  till  20th  St.,  NW,  Wash.,  DC 
20379.  202/382-3137. 

Notification  pcocednrc:  Same  as  above. 

Coaterilnc  reeord  procodnres:  Same  as  above. 

Roeord  source  categories:  Individual  on  whom  record  is  main-* 
tained. 

FCSC-M 

System  name:  EAST  GERMANY,  REGISTRATION  OF  CLAIMS 
AGAINST-FCSC 

System  location:  Foreign  Claims  Settlement  Commission,  1111 
20th  St.,  NW, 

Categories  of  ladividnals  covered  by  the  system:  US  hationals  who 
suffered  certain  property  losses  in  East  Germany 

Cntsgariss  of  rscoids  la  the  system:  Claim  registration  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any, 
date  and  place  of  birth  or  naturalization,  description,  ownership, 
date  of  loss  and  value  of  property  lost. 

Anthority  lor  asalntanaacc  of  the  system:  Title  I,  International 
Claims  Settlement  Act  of  1949. 

Rsutini  uses  of  records  maintained  In  the  syatsm,  including  cat^o- 
rim  of  nsers  and  the  pnrpo^  el  each  asm:  Information  received 
from  individuals  on  registration  forms  is  for  use  in  the  preparation 
ot  statistical  reports  which  win  form  the  basis  for  furtlmr  discus- 
sioos  by  the  State  Department  for  negotiations  between  the 
Governments  of  the  United  States  and  the  German  Democratic 
RepuMk  for  the  settlement  of  claims  of  US  nationals  not  otherwise 
settled.  Registration  forms  filed  will  be  used  by  FCSC  personnel  in 
tte  distribution  of  formpl  claim  application  forms  in  case  a  claims 
settlement  agreement  is  reached  at  a  future  date. 

PoMclm  and  pactlcm  for  storing,  rstrlsvtog,  accessing,  retaining, 
and  dlspealag  el  reeerds  In  the  sytem: 

Stor^:  Numerical  order  in  file  cabineu.  Cross-reference 
alphabetical  index. 

Eetrlsvnblllty:  By  name. 

lalsgnards'  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  room  accessible  only  to  authorized  FCSC  person¬ 
nel. 

Retontfon  and  diapaaal:  Records  amintained  under  S  U.S.C.  301. 
Disposal  of  records  will  be  asade  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  ate  determined  no  longer  useful. 

Syatsm  managsrfs)  and  addrsm:  Executive  Director,  Foreign 
Clauns  Settlement  Commisskm,  1111  20th  St.,  NW,  Wash.,  DC 
20379.  202/382-3137. 

NetMkatfon  proeadnre:  Same  as  above. 

Canlsallng  racerd  precednrss:  Same  as  Above. 

Recerd  aanrcc  catsgarim:  Individual  on  whom  the  record  is  main¬ 
tained. 

FC8C-11 

Systom  name:  FEDERAL  REPUBLIC  OF  GERMANY, 
QUESTIONAIRE  INQUIRIES  PORM-FCSC 


System  location:  Foreign  Claims  Settlement  Commission,  1111 
lOth  St.,  NW,  Washington.  DC  20379. 

Categories  of  ladividnals  covered  by  the  system:  Individuals  suffer¬ 
ing  losses  in  Eastern  European  countries,  including  Germany. 

Categories  ef  records  in  the  system:  Questionairs  from  Federal 
Republic  of  Germany 

Categories  of  records  fas  the  system:  Questionaire  from  Federal 
Republic  of  Germany  (augleichsamt)  containing  name,  address,  date 
and  place  of  birth  or  naturalization  discription  and  location  of  pro¬ 
perty.  Such  information  was  furnished  to  Federal  Republic  of  Ger¬ 
many  by  US  residents  who  filed  claims  under  the  West  German 
Federal  Compensation  Laws  (BEG). 

Authority  for  nsafotenaacc  of  the  system:  3  U.S.C.  301. 

Routlac  uses  of  records  maintained  in  the  system,  inclndlng  catego¬ 
ries  of  users  and  the  purpoms  ot  such  uses:  To  inform  Federal 
Republic  Of  Germany  Equalization  of  Burdens  offices  whether  in¬ 
dividuals  who  filed  claims  for  losses  compensable  under  the  West 
Gennan  Federal  Compensation  Laws  (BEG)  also  filed  claims  with 
the  Foreign  Claims  Settlement  Commission  under  US  claims 
statutes  and  received  compensation  under  such  statutes  for  the 
same  losses.  Information  furnished  to  FRG  obtained  from  FCSC 
decisions  or  claim  applications  from  individuals  who  filed  claims 
with  FCSC. 

Policies  and  prnctices  far  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinets. 

Retrlevahnity:  By  name. 

Safeguards:  Building  security  guards.  Records  are  maintained  in 
locked  room  accessible  only  to  authorized  FCSC  personnel. 

Retention  and  disposal:  Records  maintained  under  3  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-  3314  when  such  records  are  determined  no  longer  useful. 

System  managrr(s)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Wash.,  DC 
20379.  202/382-3137. 

NotMIcathm  proeadnre:  Same  as  above. 

Coatastfog  record  procodnres:  Same  as  above. 

Racerd  source  categories:  Questioiuire  from  Federal  Republic  of 
Germany  (Equalization  of  Burdens  Office). 

FCSC-12 

System  aamo:  PAYROLL  RECORDS-FCSC 

System  lacntlan:  General  Services  Administration,  Region  3  Of¬ 
fice;  copies  hek)  by  the  Commission  (FSA  holds  records  for  Com¬ 
mission  under  contract.) 

Catepaite  ef  Individuals  cevered  by  the  system:  Past  and  present 
Commission  employees. 

Catogorim  ef  reeerds  In  the  systm:  Varied  payroll  records,  in¬ 
cluding,  among  other  documents,  time  and  attendance  cards;  pay¬ 
ment  vouchers;  comprehensive  listing  of  employees;  health  benefits 
records;  requests  for  deductions;  tax  forms;  W2  forms;  overtime 
requests;  leave  data;  retirement  records.  Records  are  used  by  Com¬ 
mission  and  GSA  employees  to  maintain  adequate  MyroO  informa¬ 
tion  for  Commission  employees  and  otherwise  by  Commission  and 
GSA  employees  who  have  a  need  for  the  record  in  the  performance 
of  their  duties. 

Anthority  for  malntennnrr  of  the  system:  31  U.S.C.,  generally. 

Rentins  nam  ef  records  maintalnsd  In  the  syatam,  Inrinding  entrgs 
rtes  ef  nasrs  and  the  purpaam  of  snch  nsas:  See  appendix  under 
General  Personnel  Fils.  Records  also  are  released  to  GAO  for  au¬ 
dits;  to  the  Internal  Revenue  Service  for  invistigatioo;  and  to 
private  attorneys,  pursuant  to  a  power  of  attorney. 

Pellctes  and  prncticm  for  storing,  retrieving,  accessing,  rotnlnlng, 
and  disposing  ef  reeords  In  the  sytem: 

Storage:  Paper  and  microfilm. 

Social  Security  Number. 

SMs|nards:  Stored  in  guarded  building;  released  only  to 
authonzed  personnel. 

Rstentfon  and  dispoaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

Syatsm  asanagerfs)  and  addrsm;  Executive  Diector,  Foreign 
Claims  Settlement  Commission.  1111  20th  St.,  NW,  Washington. 
DC  20379.  202/382-3137. 

NatRlcntfon  procedure:  Same  as  the  above. 
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CMiUfllag  r«cor4  procc4«rc«  Same  as  the  above. 

Record  toarcc  calctorks:  The  subject  individttal;  the  Commission. 

FC8C-I3 

System  naam:  GENERAL  PERSONNEL  FILES-FCSC 

System  location:  General  Services  Administration,  Central  Office; 
copies  held  by  the  Commission  (FSA  holds  records  for  Commission 
under  contract). 

Categories  of  individnals  covered  by  the  system:  Commission  em¬ 
ployees. 

Categories  of  records  In  the  system:  General  personnel  informa¬ 
tion,  including,  among  other  data,  training  and  travel  records,  appli¬ 
cations,  suggestions  position  deacriptions,  request  for  and  notifica¬ 
tion  of  personnel  action,  directory  of  attorneys,  employee  per¬ 
formance  ratings  and  promotion  appraisals,  time  and  attendance 
records,  security  clearances,  titles,  SiCD,  DOB,  grade,  salary,  em¬ 
ployment  history,  home  address,  age,  marital  status,  SSN,  home 
telephone  number,  resume,  and  letters  of  recommendation.  System 
contains  copies  of  Civil  Service  Commission  and  GSA  personnel 
forms,  including,  among  others:  property  pass,  fingerprint  chart, 
security  investigation  data  for  sensitive  position,  data  for  nonsensi- 
tivc  or  noncritical-scnsitive  position,  US  savings  bond  authoriza¬ 
tion,  physical  fitness  inquiry  for  motor  vehicle  operators,  applica¬ 
tion  for  leave,  personal  qualifications  statement,  operational  emer¬ 
gencies  relocation  site,  caeer  objectives  statement,  employee 
record,  recommendation  for  performance  recognition,  employee  ap¬ 
praisal,  employment  staffing  report,  payroll  change  slip,  roster  of 
GSA  officials,  nationwide  retirement  eligibility  report,  alpha  list  of 
employees  by  service,  organizational  roster,  notice  of  injury  or  oc¬ 
cupational  disease,  claim  for  reimbursement  for  expen^tures,  in¬ 
dividual  manhour  record,  statement  of  earnings,  promotion  ap¬ 
praisal,  and  receipt  for 

Authority  for  nmlntMance  of  the  system:  3  U.S.C..  generally. 

Routlac  uses  of  records  maintained  in  the  system,  Incinding  catego- 
rlm  of  users  and  the  purposm  of  snch  uses:  See  Appendix.  Comfde- 
tion  of  agency  forms  for  requests  for  personnel  actions,  security 
clearances,  training  authorizations,  travel  authorizations,  time  and 
attendance  records,  reports,  etc.  Also  used  for  issuing  passes,  etc. 
Information  is  used  *in  house*  for  personnel  evaluation  and 
management.  Information  is  discloscdo  persons  outside  the  agency 
for  verifying  employmcnt/salary,  preparing  letters  of  reference  at 
the  request  of  tte  employee  making  travel  and  training  arrange¬ 
ments,  supplying  data  to  non-Federal  attorneys  directories,  mid 
furnishing  copies  of  performance  appraisals  to  other  government 
agencies  when  employees  have  applied  for  jobs  elsewhere. 

APPENDIX 

In  the  event  that  a  system  of  records  maintained  by  this  agency 
to  carry  out  its  functions  indicates  a  violation  or  potential  vioUiton 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  feoeral,  state,  local  or  foreign,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
‘routine  use*  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  t^  issuance  of  a  security  clearance,  the 
lettine  of  a  contrtet  or  the  issuance  of  a  license,  grant  or- other 
benefit 

A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearence,  the  reporting  of  an  investigation  of  an  employee,  the 
lettinf  of  a  contract,  or  the  issuance  of  a  bcense,  grant  or  other 
benent  by  the  requesting  agency,  to  the  extent  that  the  information 
it  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

A  record  from  this  system  of  records  may  be  ditreloted  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investigator,  arbitrator  of  other  duly 
authorized  ^fic^  engaged  in  investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  Stales 


Civd  Service  Commission  in  accordance  with  the  agency's  respon¬ 
sibility  for  evaluation  and  oversight  of  federal  personnel  manage¬ 
ment. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  federal  agency  for  purposes  of  audit. 
Used  by  Executive  Director  and  other  authorized  i^ncy  em¬ 
ployees.  Used  for  convenient  reference  to  personnel  information 
needed  on  a  daily  basis  to  complete  reports,  amke  payroll  adjust¬ 
ments.  take  personnel  action,  and  meet  other  administrative 
requirements  within  the  Commission  and  GSA.  Used  also  to  supply 
information,  as  requested  by  employees,  to  persons  outside  the 
agency. 

Policks  and  practices  for  storing,  retrieving,  accessiag,  rctainiag, 
and  disposing  of  records  In  the  sytem: 

Storage:  Paper  files,  computer  printouts,  and  supervisors'  card 
indices. 

Retrievitolllty:  Manual  by  name,  grade,  title. 

Safegnardst  Filed  in  guarded  buildings;  records  are  available  to 
authorized  persons  only. 

Retention  and  disposal:  Paragraph  9B2S  of  OAD  P  1820.2. 

Systom  manageris)  and  address;  Executive  Director.  Foreign 
Claims  Settlement  Commission,  fill  20th  St.,  NW,  Washington, 
DC  20579.  202/382-3137. 

NotMcation  procedare:  Contact  system  manager  listed  above. 

Coatestlag  record  pracedares:  Same  as  the  above. 

Record  sonree  categories:  Official  personnel  records.  Commission 
and  GSA  Personnel  and  Finance  Offices,  Supervisors,  letters  of 
reference  or  commendation  furnished  by  agency  officials  or  per¬ 
sons  from  private  industry,  educational  information  supplied  by 
colleges  and  universities,  the  individual. 

rcsc->i4 

System  name:  GENERAL  FINANCUL  RECORDS-FCSC 

System  lacatian;  General  Services  Administratioo,  Central  Office; 
copies  held  by  the  Commission.  (GSA  holds  records  for  Commis- 
sion  under  contract.) 

Categortes  at  ladhridiials  covered  by  the  system:  Commission  em¬ 
ployees 

Catagortes  of  records  la  the  system:  SF1038,  Applicatioin  and  ac¬ 
count  for  advance  of  funds;  Vendor  register  and  vendor  payment 
tape.  Information  is  used  by  accounting  technicians  to  maintain 
adequate  financial  information  and  by  other  officers  and  employees 
of  GSA  and  the  Commission  who  have  a  need  for  the  record  in  the 
performance  of  their  duties. 

Aalherity  for  mainlenaacc  el  the  system:  31  U.S.C.,  generally; 
(also.  Reorganization  Plan  No.  1  of  1934,  68  Stat.  1279). 

Routtos  usM  of  records  maintainrd  In  the  system,  Incindiag  catego- 
fim  ol  astra  aad  the  parpoam  el  sach  asss:  See  Appendix  under 
General  Personnel  Files.  Records  also  are  released  to  GAO  for  au¬ 
dits;  to  the  IRS  for  investigation;  and  to  private  attorneys,  pursuant 
to  a  power  of  attorney. 

PoUctes  aad  practicm  for  storing,  retrieving,  accessiag,  retaialag, 
aad  illspnsiBg  el  records  la  the  sytem: 

Storage:  Paper  and  tape. 

RetrievaMHly:  Manual  and  automated  by  name. 

Saitynardsi  Stored  in  guarded  building;  released  only  to 
authonzed  personnel. 

Retontien  and  dtapeeal:  Disposition  or  ibeords  shall  be  in  ac¬ 
cordance  with  die  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  amnagerfs)  and  addrem;  Executive  Director.  Foreign 
Clauu  Settlement  Commission.  1111  20th  St.,  NW,  Washington, 
DC  20379.  202/382-3137. 

NetHkatloa  psacedare;  Coalact  system  manager  listed  above. 

Ceatestfag  record  pracedares:  Same  as  above. 

Record  marcs  categories:  The  subject  individual;  the  Commission. 

FC8C— IS 

System  name:  HUNGARY.  CLAIMS  AGAINST  (1st  PRO- 
GRAM)-FCSC 

System  lecatieat  Foreign  Claims  Settlement  Commission,  1111 
20th  St..  NW.  Washiiwton.  DC  20379. 

Categortes  el  ladteMaate  covered  by  the  syslam:  US  nationals  who 
suffered  certain  property  loams  or  damans  in  Hungary  prior  to 
Aug.  9.  1933. 
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Categoric*  of  records  ia  the  systeai:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  nature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Authority  for  nudntcnaacc  of  the  system:  Title  III,  International 
Claims  Settlement  Act  of  1949,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposn  of  such  uses:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eligibility  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any,  to  Treasury  Department  for  payment  by 
^authorized  FCSC  personnel.  Names  and  other  data  furnished  by 
claimants  used  for  verifying  citizenship  status  with  INS.  Law  en¬ 
forcement;  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  or  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or  prosecuting  such 
violation  or  charge  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 

Retiievability:  Filed  numerically  by  claim  number.  Alphabetical 
index  used  for  identification  of  claim. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  room  accessible  only  to  authorized  FCSC  person¬ 
nel. 

Retention  and  disposal:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longes  useful. 

System  nunagerfs)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  till  20th  St.,  NW,  Wash.,  DC 
20579.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 14 

System  name:  HUNGARY.  CLAIMS  AGAINST  (2nd  PRO¬ 
GRAM)- FCSC 

System  lacatian:  Foreign  Claims  Settlement  Commission,  1111 
20th  ST.,  NW.  Washington.  DC  20579 

Categsries  of  individnab  eavered  by  the  system:  US  nationals  who 
suffered  certain  property  losses  in  Hungary  between  Aug.  9,  1955, 
and  March  6,  1973, 

Categories  of  records  in  the  synbm:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  nature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Authority  for  maintmanre  of  the  system:  Title  III,  International 
Claims  Settlement  Act  of  1949,  as  amended,  and  US-Hungarian 
Claims  Agreement  of  March  6,  1973. 

Routine  uses  of  records  malnlainod  In  the  system,  including  catego- 
rbs  of  users  and  the  purposes  of  such  uses:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eU^lnlity  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any.  to  Treasury  Department  for  payment  by 
authorized  FCSC  personnel.  Names  and  other  data  furnished  by 
claimants  used  for  verifying  citizenship  status  with  INS.  Law  En¬ 
forcement:  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
viobtion  of  law,  whether  civil  or  criminal  or  regulatory  in  nature, 
and  whether  arising  by  general  statute  or  particular  program 
statute,  or  by  regulation,  rule  or  order -bsued  pursuant  thereto,  the 
rebvant  records  in  the  system  of  records  may  be  referred,  as  a  rou¬ 
tine  use,  to  the  appropriate  agency,  whether  federal,  state,  local  or 
foreign,  charged  with  the  responsibility  of  investigation  or  prosecut¬ 


ing  such  viobtion  or  charged  with  enforcing  or  implementing  the 
statute,  or  rule,  regubtion  or  order  issued  pursuant  thereto. 

Polkies  and  practices  for  storing,  rctrbviag,  accessing,  retaining, 
and  disposing  of  records  b  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 

Retrfevabiiity:  Filed  numerically  by  cbim  number.  Alphabetical 
index  used  for  identification  of  cbim. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  locked  room  accessible  only  to  authorized  FCSC  person¬ 
nel. 

Retention  and  disposal:  Records  mainbined  under  5  U.S.C.  301. 
Disposal  of  records  will  be  in  accordance  with  44  U.S.C  3301-3314 
when  such  records  are  determined  no  longer  useful. 

System  managerfs)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Washington, 
DC  20579.  202/382-3137. 

Notification  procedure:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 17 

System  name:  INDEXES  OF  CLAIMANTS 

(ALPHABETICAL)— FCSC 

System  location:  Foreign  Claims  Settlement  Commission,  till 
20th  St..  NW.  Washington.  DC  20579. 

Categories  of  individuals  covered  by  the  qrstem:  Maintained  on  ail 
individuals  who  filed  claims  for  compensation  under  the  statutes 
administered  by  the  Foreign  Claims  Settlement  Commission. 

Categories  of  records  b  the  system:  3x5  Index  cards  and  data 
processing  print-out  indexes  conbining  names  of  claimants,  cbim 
and  decision  numbers,  date  and  disposition  of  claims,  addresses 
and  dates  of  date  and  disposition  of  cbims.  Addresses  and  dates  of 
birth  on  index  cards. 

Authority  for  maintcnaace  of  the  system:  5  U.S.C.  301. 

Routbc  uses  of  records  mabtained  b  the  system,  bcludbg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorized 
Commission  persoimel  for  identificat  identification  of  individual 
cbims  and  to  obtain  information  concenung  disposition  of  cbims 
where  record  systems  have  been  destroyed. 

Polklcs  and  practices  for  storing,  retrieving,  accessing,  retabbg, 
and  disposing  of  records  b  the  sytem: 

Slomge:  Paper  index  cards  contained  in  metal  cardex  conbmers. 
Dab  processing  index  print-outs  stored  on  shelves  b  cardboard 
bmders. 

Rctrievability:  By  name. 

Safeguards:  Security  guards  m  building.  Records  mainbined  in 
locked  rooms  accessibb  only  to  authorized  Commission  personnel. 

Retention  and  disposal:  Permanent  records.  Disposition  will  be 
made  in  accordance  with  44  U.S.C.  3301-3314  when  such  records 
are  determined  no  longer  useful. 

System  ssanagerfs)  and  addrem:  Executive  Director,  Foreign 
Claims  Settlement  (Commission,  till  20th  St.,  NW,  Washington. 
DC  20579.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procednres:  Same  as  the  above. 

Record  source  categories:  Individuals  on  whom  record  is  mab- 
tained  and  mformation  obtabed  by  actions  taken  by  the  Foreign 
Cbims  Settlement  Commission  as  a  result  of  adjudication  of  b- 
dividual  cbims. 

FCSC— It 

System  name:  ITALY,  CLAIMS  AGAINST  Ost  PRO¬ 
GRAM)— FCSC 

System  bcatioa:  Washington  National  Records  Center,  GSA. 
4205  Sbtbnd  Road,  Washington,  DC  20409.  Alphabetical  bdex  to 
system  maintained  at  Foreign  Clbms  Settlement  Commission,  1 1 1 1 
20th  St.,  NW.  Washington.  DC  20579. 

Categeries  el  iadhridnate  covered  hy  the  system:  US  nationals  who 
suffered  losses  to  property  attribubbk  to  Italbn  military  action 
arising  out  of  Worid  War  II. 

Categories  of  records  b  the  system:  Cbim  application  form  con¬ 
taining  name  and  address  of  claimant  and  represenbtive,  if  any; 
date  and  place  of  birth  or  ibturalizatioo;  nature  and  amount  at 
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claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Antherity  tor  melntenancc  ol  the  systeni:  Titk  HI,  International 
Claims  Settlement  Act  of  1949,  as  amended. 

Routine  usca  ol  rocorJs  maintained  in  tlw  lysltm,  lacindlag  catego 
lies  of  aacrs  aad  the  pnrpooct  ol  sach  aaca:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eli^dity  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any,  to  Treasury  Department  for  payment  by 
authorized  FCSC  personnel.  Names  and  other  data  furnished  by 
claimants  used  for  verifying  citizenshp  status  with  INS.  Law  en¬ 
forcement;  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particuhu’  program  statute,  or 
by  regulation,  ruk  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  t^reto. 

Policies  and  practices  ter  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 

Rctrlevabillty:  Filed  numerically  by  claim  number.  File  ftdders 
retrieved  from  Records  Center  by  clam  number.  Alphabetical  index 
used  for  identification  of  claim. 

Safegnards:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

Retention  and  dhposN:  Records  maintained  under  5  R.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful.  This 
system  of  records  was  retired  to  The  Washington  National  Records 
Center  after  the  completion  of  the  claims  program  on  Aug.  9, 19S9. 

Syatans  managerfs)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St,  NW,  Wash.  DC 
20579.  202/382-3137. 

Netlllcallon  pracednre:  Same  as  the  above 

Contesting  record  procednres:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 19 

System  name:  ITALY.  CLAIMS  AGAINST  (2iid  PRO- 
GRAM)-FCSC 

System  locatlan:  Washington  National  Records  Center,  GSA, 
4205  Suitland  Road,  Wa^,.  DC  20409.  Alphabetical  iiidex  to 
system  maintained  at  Foreign  Claims  Settlement  Commission,  lltl 
20th  St.  NW,  Wash.,  DC  20579. 

Categertes  of  Individnals  covered  by  the  system:  US  nationals  who 
sufferr^  certain  property  losses  attrftutable  to  military  action  aris¬ 
ing  out  of  World  War  II.  Benefits  extended  to  late  US  nationals, 
persons  who  did  not  file  under  the  1st  Italian  Claims  Program  aad 
for  property  losses  arising  in  territory  ceded  pursuant  to  the  Treaty 
of  I^ce  with  Italy,  whi<^  claims  had  been  excluded  under  the  1st 
program. 

Categertes  ef  records  In  the  system:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturahzation;  nature  aad  amount  ol 
chum;  description,  ownership  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Authority  for  msintruaace  af  the  system:  Title  III,  International 
Claims  Settlement  Act  of  1949,  amended  by  Public  Law  85-604. 

Routlac  uses  af  recerds  malutahmd  hi  the  system,  including  catego 
rtes  of  naers  and  the  purpnms  ef  such  usee:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eligibility  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of  right  to  app^;  and  preparation  of  certifica¬ 
tions  of  awards,  if  any.  to  Treasury  Departinent  for  payment  by 
authorized  FCSC  personnel.  Names  and  other  data  fumishod  by 
claimants  used  for  verifying  citizenship  status  with  INS.  Law  en¬ 
forcement;  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violatioa  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statnte  or  particular  program  statute,  mr 


by  regulation,  rule  or  order  issoed  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign 
charged  with  the  responsebOity  of  investigalBiig  or  implementing  the 
statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 

Palktes  and  practices  tar  storing,  retrieving,  accessing,  retaining, 
and  diapering  af  reeards  in  the  sytem: 

Storags;  Paper  records  maintained  in  fBe  fidders. 

RatiievahiUty:  Filed  numericaUy  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  ol  claim. 

Safeguards’  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  CeiMcr. 

Retentien  aad  dtepaaai:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  wiB  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful.  This 
system  of  records  was  retired  to  the  Washington  National  Records 
Center  after  the  completion  of  the  claims  program  on  December  24, 
1971. 

System  maaagerfs)  and  address:  Executive  Director.  Foreign 
Claims  Settlement  Commission,  1111  20th  St,  NW,  Wash.,  DC 
20579.  202/382-3137. 

Nodficallan  praccdurc:  Same  as  the  above. 

Contesting  record  procednres:  Same  as  the  above. 

Record  soarcc  categorter  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 28 

System  nmne:  MICRONESIA.  CLAIMS  ARISING  IN— FCSC 

Syriem  location:  Micronesian  Claims  Commission.  P.O.  Box  242, 
Saipan.  Mariana  Islands  96950. 

Categortes  of  IndlvIdnalB  ceverad  hy  the  system:  Inhabitants  of 
Micronesia,  including  US  nationals,  who  suffered  damager  to  pro¬ 
perty,  disability  and  death  arising  out  of  World  War  n  aad  arising 
during  the  period  from  the  dates  of  the  securing  of  the  various 
islands  of  Mkroncsia  to  July  1,  1951. 

Cteegartes  af  records  he  the  syriem:  Churn  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  nature  and  aaeount  claim;  description, 
ownership  and  value  of  property;  and  evidence  to  support  claim  for 
purpose  of  receiving  compensation. 

Antherity  far  malneonancc  af  the  system:  Mkrooesian  Claiais  Act 
of  1971. 

Routine  uses  ef  records  mahrtalaed  fas  the  system,  her  lading  catege 
rim  af  naers  aad  the  parposes  ef  sach  asea:  Records  are  used  for  the 

purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  el^bility  to  receive  compensation  under  authority  of 
the  Mkrooesian  Chums  Act  of  1971;  notificatioas  to  dahaants’ 
right  to  appeal;  and  preparatioa  of  certificatioas  of  awards,  if  any, 
to  Secreta^  of  Interior  for  payment  by  authorized  personnel  of 
Foreign  Claims  Settlement  Commission  assigned  to  duty  in  the 
Trust  Territory  of  the  Pacifk  Islands  and  locally  hired  en^doyees 
of  the  Mkrooesian  Clauns  Commission  Upon  compktioa  ot  the 
program,  the  Commission  is  required  under  the  Mkrooesian  Claims 
Act  to  certify  to  the  FCSC,  the  Secretary  of  the  Interior,  and  the 
Congress  of  the  United  States  (1)  a  list  of  all  claims  allowed  and 
the  amount  awarded,  (2)  a  list  of  aU  claims  disallowed  and  (3)  a 
copy  of  the  dedsion  rendered  in  each  case. 

PaHcim  and  peneticm  far  staring,  lulrlsving,  accessing,  rslaInhBg, 
and  diapaalag  af  recatils  In  the  sytem: 

Storage:  Paper  records  maintained  in  ftk  folders. 

RetrlayahlMty:  FBed  numerically  by  chum  number.  Name  index 
used  to  identify  chim 

Salagnarda:  Security  guard  in  building.  Records  are  maintained  in 
locked  room  accesaiMe  only  to  authorized  Commissioo  personnel. 

Rrisatlan  and  dlppasM:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  wiB  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  ate  detennined  no  longer  useful  or 
necessary. 

System  maaagetfs)  and  addrasR  Executive  Director,  Fotuiga 
Claims  Settkmeat  Commission.  1111  20*  St.  NW.  Wash.,  DC 
20579. 

Natmcallsa  prucednri;  Saaae  as  the  above. 

Csateatlng  reesrd  piesednrss.  Same  as  the  above. 
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Eccard  Mwce  catcgoiin:  Individuals  on  whom  the  record  is 
maintained. 

FCSC— 21 

Sjrmcrn  name:  PANAMA.  CLAIMS  AGAINST— FCSC 

Sjrstcm  lacatka:  Washington  Natioiud  Records  Center,  4203  Suit- 
laitd  Road.  Washington,  DC  20409. 

Categaries  a(  individaals  covered  by  the  system:  US  nationals  who 
suffered  loss  of  property  in  Panama  as  a  result  of  a  judgement  of 
the  Supreme  Court  of  Panama  on  October  20,  1931,  nullifying  title 
to  certain  land  in  Panama. 

Calcgorks  a(  records  in  the  symern:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  description  ,  ownership, 
and  value  of  property,  and  evidence  to  support  claim  for  the  pur¬ 
pose  of  reegiveing  compensation. 

Authority  lor  motntmnnce  of  the  system:  Title  I,  International 
Claims  Settlement  Act  of  1949  and  Panamanian  Claims  Convention 
of  1930. 

Rintini  noes  of  records  molntolnrd  fas  the  system,  inclndlng  catego- 
rtm  M  users  and  the  purposes  of  such  uses:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
cotKerning  eli^ility  to  receive  compensation  under  the  Act;  notifi- 
catMns  to  claimants  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any,  to  Treasury  Department  for  payment  by 
autlKMized  FCSC  personnel.  Names  and  other  data  furnished  by 
daimants  used  for  verifying  citizenship  status  with  INS.  Law  en- 
^  forcemeat:  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  luk  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  tk  statute,  or 
rule,  reguhioe  or  order  issued  pursuant  thereto. 

Wv  SvCCmIHIf g 

mi  MipaNng  al  racaris  In  fhc  qUem: 

tlnrut;  Paper  records  msintainrd  in  file  ftdders. 

latriivnhIMfj:  Piled  numerically  be  claim  number..  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

faisguards:  Under  GSA  security  safeguards  at  Washington  Na- 
tioaM  Records  Center. 

SaSanllaa  and  dfageasl:  Records  maintained  under  3  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful.  This 
system  of  records  was  retired  to  the  Washington  National  Records 
Center  after  completion  of  the  claims  program  on  December  31, 
1934. 

Inlam  managarfs)  and  addrem:  Executive  Director,  Foreign 
Claims  Settlement  Commission.  1111  20th  St.,  NW,  Wash.,  DC 
20379.  202/312-3137. 

NefMlcallen  precedmre;  Same  as  the  above. 

CenSaallng  recaed  procedures:  Same  as  the  above. 

Reeard  aanrm  catagsrlcs:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 22 

V  Syalcm  anme:  POLAND.  REGISTRATION  OF  CLAIMS-FCSC 

Syalmn  leendsn:  Washington  Natkmal  Records  Center,  4203  Suit- 
land  Road.  Washis«ton.  DC  20409. 

Calagarfes  af  Indtvidnale  covered  by  the  lyaScm:  US  nationals  who 
suffer^  pnqierty  losses  in  Poland  due  to  nationalizatioe  or  other 
taking  of  soch  property. 

CaSsgarks  af  records  In  the  avalem:  Claim  registration  form  con- 
laining  name  and  address  of  claimant  and  representative,  if  any, 
date  and  place  of  birth  or  naturalization,  description,  ownership, 
data  of  loM  and  value  of  property  lost 

Anfharfly  tar  molnlaaancc  al  the  syalcm:  Title  I,  International 
Claims  Settlement  Act  of  1949. 

Rsnifaii  nass  af  rscards  msinfsined  fas  the  system,  Inrlndlng  entege 
rim  af  naers  and  the  porpaem  af  anch  nam:  Information  received 
from  individuals  on  registrstion  form  used  in  the  preparation  of 
statistical  reports  used  for  the  basis  of  discussioiu  by  tte  State  De¬ 


partment  for  negotiations  between  the  Governments  of  the  United 
States  and  Poland  for  the  settlement  of  claims  of  US  nationals.  Re¬ 
gistration  forms  also  used  by  authorized  Commission  personnel  for 
distribution  of  formal  application  forms  upon  conclusion  of  Polish 
Claims  AGreement  of  July  6,  1960. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  nuuntaind  in  file  folders. 

Rctrievability:  Filed  alphabetically  by  name. 

Safeguards:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

Retention  and  disposiU:  Records  maintained  under  3  U.S.C.  301. 
Disposal  of  records  will  be  nude  in  accordance  with  44  U.S.C. 
3301-  3314  when  such  records  are  determined  no  longer  useful. 

System  Bsanagerfs)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Washington. 
DC  20379.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procedures;  Same  at  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 23 

System  name:  POLAND.  CLAUIS  AGAINST— FCSC 

System  location:  Washington  Natioiul  Reoerds  Center,  4203  Suit- 
land  Road.  Washington,  DC  20409 

Cotegorlei  of  Individuols  covered  by  the  system:  US  rutionals  who 
suffer^  property  losses  in  Poland  due  to  natiorulization  or  other 
taking  of  such  property. 

C^gsries  of  rocords  In  the  system:  Claim  application  form  con-' 
tainiag  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  future  and  amount  ot 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Anfhorhy  for  saointennaoc  af  fhc  system:  Title  I,  Intcnutioiul 
Clainu  Settlement  Act  of  1949,  as  amended,  and  US-Poland  Claims 
Agreement  of  July  16,  1960. 

Routine  nom  of  rocords  maintained  In  the  system,  Inriudfaig  catego- 
rfes  of  users  and  the  purpoom  of  such  uses:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eligibility  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  clainunu  of  rights  to  appeal;  and  preparation  of  certiti- 
cations  of  awards,  if  any,  to  Treasury  Department  for  payment  by 
authorized  FCSC  personnel.  Names  and  other  data  furnished  by 
claimants  used  for  verifying  citizenship  sutus  with  INS.  Law  en¬ 
forcement:  In  the  event  tlut  a  s^tem  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civfl,  criminal  or  regulatory  in  nature,  and 
Whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  ageimy,  whether  federal,  state,  local  or  foreign, 
chaig^  with  the  responsibility  of  investigating  or  prosecuting  such 
violmion  or  charged  with  enforcing  or  implementing  tte  statute,  or 
rule,  regulation  or  order  issued  pursuant  ttereto. 

Frikks  and  proctiem  fur  staring*  retrieving,  t****^tt  rctafatii^, 
and  dl^taalng  af  raeards  In  the  sytim: 

Starogs:  Paper  records  maintained  in  file  folders. 

RatriavnhlMty;  Filed  numerically  by  claim  munber.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

inhgnnrdi;  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

Ratrotian  and  digpaani:  Records  maintained  under  3  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  usefuL  This 
system  of  records  was  retired  to  the  Washington  National  Records 
Center  after  the  completion  of  the  claims  program  on  March  31, 
1966. 

System  managerfs)  and  addraoa:  Executive  Director.  Foreign 
Claims  Settlement  Commission,  till  20th  St,  NW,  Wash.,  DC 
20379.  202/382-3137. 

Wetliicntian  procadnro:  Same  as  the  above. 

Canlaadag  racaed  proeadnras;  Same  as  the  above. 
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Record  Morcc  catctorice:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 24 

System  aame:  PRISONERS  OF  WAR  (PUEBLO)  -  FCSC 

System  locatioa:  Foreign  Claims  Settlement  Commission,  1111 
20th  St..  NW.  Washington,  DC  20S79. 

Categories  of  individnals  covered  by  the  system:  Members  of  the 
US  Armed  Forces  or  any  persons  (military  or  civilian)  assigned  to 
duty  on  the  USS  Pueble  who  were  captured  by  military  forces  of 
North  Korea  on  January  23,  1968,  held  prisoner  by  such  forces. 

Categories  of  records  in  the  system:  Claim  application  form  con¬ 
taining  name  and  address  of  claimants,  dates  and  places  of  birth, 
branch  of  service  and  military  service  number.  In  case  of  death, 
date  place  and  name  of  spouse,  names,  address  and  date  of  birth  of 
surviving  children,  name  and  address  of  parents  and  VA  claim 
number.  Proof  of  death  if  no  VA  claim. 

Authority  for  maintenance  of  the  system:  Section  6(e),  War  Claims 
Act  of  1948,  as  amended. 

Routine  uses  at  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposM  of  sneh  uses:  Records  used  for  adjudi¬ 
cation  of  claims  for  detention  benefits,  issuance  of  decisions  con¬ 
cerning  eligibility  of  claimant  to  receive  compensation;  notifications 
to  claimants  of  rights  to  appeal;  and  preparation  of  certifications  of 
awards  to  Treasury  Department  (or  payment  by  authorized  Com¬ 
mission  personnel.  Verifications  from  State  Elepartment  include 
names  and  addresses  and  inclusive  dates  of  detention. 

Polkks  and  practices  for  storing,  retrieviag ,  accessing,  retaining, 
and  disposiag  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  claim  number.  Cross-referenced  by  alphabetical 
index  cards  which  contain  claim  numbers. 

Safeguards:  Security  guards  in  building.  Records  are  maintained 
in  locked  rooms  accessible  only  to  authorized  Commission  person¬ 
nel. 

Retention  and  disposM:  Records  maintained  under  S  U.S.C  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful. 

System  manager(s)  and  addrem:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  SL,  NW,  Washington, 
DC  20579.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 25 

System  name:  PRISONERS  OF  WAR  (VIETNAM)— FCSC 

System  location:  Foreign  Claims  Settlement  Commission,  1111 
20th  St,  NW,  Washington,  DC  20579. 

Categories  of  Individnale  covered  by  the  system:  Members  of 
Armed  Forces  of  the  United  States  who  were  captured  and  held  by 
a  hostile  force  during  the  Vietnam  conflict  beginning  February  28, 
1961. 

Categories  of  records  in  the  system:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant;  date  and  place  of  birth, 
branch  of  service  and  military  service  number.  In  case  of  death, 
date,  place,  name  of  spouse,  names,  addresses  and  dates  of  birth  of 
surviving  children,  name  and  address  of  parents  and  VA  claim 
number. 

AutheAy  (or  maintenance  of  the  system:  Section  6(0,  War  CTaims 
Act  of  1948,  as  amended. 

Routine  naes  el  records  maintained  la  the  system,  including  catago- 
rles  of  users  and  the  purpoam  at  sach  uses:  Records  used  for  adjudi¬ 
cation  of  claims  for  detention  benefits;  issuance  of  decisions  con¬ 
cerning  eligibility  of  claimant  to  receive  compensatioa;  notification 
to  claimant  to  rights  of  appeal;  and  preparation  of  certification  of 
awards  to  Treasury  Department  for  payment  by  authorized  Com- 
mission  personnel.  Verification  of  capture  status  obtained  from 
rosters  or  casualty  reports  furnished  by  the  respective  military 
establishments. 

Policies  and  practices  (or  storing,  retrieviag,  accessing,  rctainhig, 
and  disposing  at  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  claim  number.  Cross-referenced  by  alphabetical 
index  cards  which  contain  claim  numbers. 


Safeguards:  Security  guards  in  building.  Records  are  maintained 
in  locked  rooms  accessible  only  to  authorized  Commission  person¬ 
nel. 

Retention  and  disposal:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordaiKe  with  44  U.S.C. 
3301^314  when  such  records  are  determined  no  longer  useful. 

System  auaager(s)  and  addrem:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Washington, 
DC  20579.  202/382-3137. 

Notmeadon  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC-26 

System  nmne:  ROSTERS  OF  PRISONERS  OF  WAR  AND 
CIVILIAN  INTERNEES-FCSC 

System  locatioa:  Foreign  Claims  Settlement  Commission,  1111 
20th  St.,  NW,  Washington,  DC  20579.  Rosters  on  completed  pro¬ 
grams  Ircated  at  Washington  National  Records  Center,  4205  Suit- 
land  Road,  Washington,  DC  20409. 

Categories  of  individuab  covered  by  the  system:  Members  of  the 
US  Armed  Forces  and  civilian  American  citizens  who  were  cap¬ 
tured  and  held  by  an  enemy  force  during  World  War  II,  Korean 
conflict,  Vietnam  conflict  and  the  USS  Pueblo  incident. 

Categories  of  records  in  the  system:  Data  processing  print-outs 
containing  names,  rate  or  rank  military  service  number,  military  or¬ 
ganization  and  iiKlusive  dates  of  intemment.  Civilian  internee 
listings  include  names  and  addresses  and  inclusive  dates  of  intern¬ 
ment. 

Authority  (or  auintcnaacc  of  the  system:  Sections  5  and  6,  War 
Claims  Act  of  1948,  as  amended,  and  5  U.S.C.  301. 

Routine  uses  of  records  auintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sneh  uses:  Recoids  used  to  vei^y 
detention  status  in  adjudkation  of  claims  be  authorized  Commis¬ 
sion  personnel. 

Policies  and  practices  fur  storing,  retrieving,  accesdng,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinets  or  storage  boxes. 

Retrievability:  By  subject.  Records  retrieved  from  Records 
Center  by  accession  number  and  description  of  record. 

Safegnarda:  Security  guards  in  building.  Locked  file  cabinets  in 
locked  rooms  accessible  only  to  authorized  Commission  personnel. 

Retention  and  dbposri:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful. 

System  aumagerfs)  and  addrem:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Washington, 
DC  20579.  202/382-3137. 

Notiflcatiea  procedure:  Same  as  the  above. 

Conteatiag  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— r 

System  name:  RUMANIA,  CLAIMS  AGAINST  (1st  PRO¬ 
GRAM)— FCSC 

System  locatioa:  Washington  National  Records  Center,  GSA  4205 
Suitland  Road,  Washington,  DC  20409.  Alphabetkal  index  to 
system  maintained  at  Foreign  Claims  Settlement  Commission,  1111 
20(h  St.,  NW,  Washington,  DC  20579. 

Categories  at  individuab  covered  by  the  system:  US  nationab  who 
suffered  certain  property  losses  or  damages  in  Rumania  prior  to 
August  9,  1955. 

Categories  at  records  in  the  system:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalizatioo;  nature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Authority  (or  matatenance  of  the  system:  Title  III,  IntematioiMl 
Claims  Settlement  Act  of  1949,  as  amended. 

Routine  uses  at  records  maintained  In  the  system,  hicinding  catego¬ 
ries  of  users  and  the  purposes  at  such  uses:  Records  arc  used  for  the 
purpose  of  adjudicating  claims  of  individuab;  bsuance  of  decisions 
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concerning  eligibility  to  receive  competisatfon  under  the  Act;  notifi¬ 
cations  to  claimants  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any,  to  Treasury  Deparuhent  for  payment  by 
authorized  FCSC  personnel.  Names  and  other  data  furnished  by 
claimants  used  for  verifying  citizenship  sutus  with  INS.  Law  en¬ 
forcement:  In  the  event  that  a  system  of  records  m^ntained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the. statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 

Retrievability:  Filed  numberically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

Safeguards:  Under  GSA  security  sa?eguards  at  Washington  Na¬ 
tional  Records  Center. 

Retention  and  d&posal:  Records  maintained  under  S  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-  3314  when  such  records  are  determined  no  longer  usc?ul. 
This  system  of  records  was  retired  to  the  Washington  National 
Records  Center  after  the  completion  of  the  claims  program  on  Aug. 
9,  1959. 

System  managerfs)  and  addrem:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Wash.,  DC 
20579.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 28 

System  name:  RUMANIA.  CLAIMS  AGAINST  (2nd  PRO- 
GRAM)-FCSC 

System  location:  Washington  National  Records  Center,  GSA, 
4205  Suitland  Road,  Wash.,  DC  20409.  Alphabetical  Index  to 
system  maintained  at  Foreign  Claims  Settlement  Commission,  1111 
20th  St.,  NW,  Wash.,  DC  20579. 

Categories  of  individuals  covered  by  the  system:  US  nationals  who 
suffered  certain  property  losses  in  Rumania  between  Aug.  9,  1955, 
and  March  30,19M. 

Categories  of  records  in  the  system:  Claim  application  form  con¬ 
taining  name  and  address  of  clainumt  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  Mature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Authority  for  maintenance  of  the  system:  Title  III,  International 
Claims  Settlement  Act  of  1S149,  as  amended,  US-Rumania  Claims 
Agreement  of  March  30,1960. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eligibility  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of,  rights  to  appeal;  and  preparation  of  certifi-' 
cations  of  awards,  if  any,  to  Treasury  Department  for  payment  by 
authorized  FCSC  personnel.  Names  and  other  data  furnished  by 
claimants  used  for  verifying  citizenship  status  with  INS.  Law  en¬ 
forcement:  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law.  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  ruk  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implemanting  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

Policies  and  practices  for  stortag,  fetrieviag,  accessing,  retaiaing, 
aad  dispodag  of  records  la  the  sytem: 

Storage:  Paper  records  maintained  in  file  folders. 


Retrievability:  Filed  numericaUy  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

Safeguards:  Under  GSA  security  sa?eguards  at  Washington  Na¬ 
tional  Records  Center. 

Retention  and  disposal:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful.  This 
system  of  records  was  retired  to  the  Washington  National  Records 
Center  after  the  completion  of  the  claims  program  on  December  24, 
1971. 

System  managerfs)  aad  addrem:  Executive  Director,  Foreign 
Claims  Settlen^ent  Commission,  1111  20th  St.,  NW,  Washington, 
DC  20579.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 29 

System  name:  SOVIET  UNION.  CLAIMS  AGAINST— FCSC 

System  location:  Washington  National  Records  Center,  GSA. 
4205  Suitland  Road,  Wash.,  DC  20409,  Alphabetical  Index  to 
system  maintained  at  Foreign  Claims  Settlement  Commission,  1111 
20th  St..  NW.  Wash.,  DC  20579. 

Categories  of  individuals  eovered  by  the  system:  US  nationals  suf¬ 
fering  loss  of  property  in  Russia  prior  to  November  16,  1933,  and 
claims  by  individuals  based  upon  liens  acquired  with  respect  to  pro¬ 
perty  in  the  US  assigned  to  US  Government  by  the  Soviet  Govern¬ 
ment  under  Latvinov  Assignment  of  November  16.  1933. 

Categories  of  records  in  the  system:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  nature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Authority  for  maintenance  of  the  system:  Title  III,  International 
Claims  Settlement  Act  of  1949,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eli^bility  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any,  to  Treasury  Department  for  payment  by 
authorized  FCSC  personnel.  Names  and  other  data  furnished  by 
claimants  used  for  verifying  citizenship  status  with  INS.  Law  en¬ 
forcement:  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementiiig  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

Polidcs  and  practices  for  storing,  retrieving,  accesring,  retaining, 
aad  disporing  of  records  in  the  sytem: 

Storage:  Paper  records  maintaiimd  in  file  folders. 

Retrievability:  Filed  numerically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claun  number.  Alphabetical  index 
used  for  identification  of  claim. 

‘Safeguards:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

Retention  aad  disposid:  Records  maintained  under  5  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful.  This 
system  of  records  was  retired  to  the  Washington  National  Records 
Center  after  the  completion  of  the  claims  program  on  August  9, 
1959. 

System  amaagerfs)  and  address:  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Washington, 
DC  20579.  202/382-3137. 

Notification  procedure:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 
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Sysica  uac:  YUGOSLAVIA.  CLAIMS  AGAINST  (Itt  PRO¬ 
GRAM)— FCSC 

Systea  locatka:  Washington  National  Records  Center  ,  GSA, 
420S  Suitland  Road,  Washington,  DC  20409.  Alphabetical  Index  to 
system  maintained  at  Foreign  Claims  Settlement  Commission,  1111 
20th  St..  NW.  Washington.  DC  20579. 

Catcgorkt  of  ladlvMaris  covered  by  the  systea:  US  nationals  who 
suffered  property  losses  in  Yugoslavia  prior  to  July  19,  1948. 

Categories  of  records  In  the  systea:  Claim  application  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  nature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Anthorlty  lor  maintenance  of  the  system:  Title  1.  International 
Claims  Settlement  Act  of  1949,  and  U^Yugoslavia  Claims  Agree¬ 
ment  of  July  19,  1948. 

Routine  nses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  for  the 
purpose  of  adjudicating  claims  of  individuals;  issuance  of  decisions 
concerning  eligibility  to  receive  compensation  under  the  Act;  notifi¬ 
cations  to  claimants  of  rights  to  appeal;  and  preparation  of  certifi¬ 
cations  of  awards,  if  any,  to  Treasury  Department  for  payment  by 
authorized  FCSC  personnel.  NaoMS  and  other  data  furnished  by 
claimants -used  for  verifying  citize'nship  status  with  INS.  Law  en¬ 
forcement:  In  the  event  that  a  system  of  records  maintained  by 
FCSC  to  carry  out  its  functions  indicates  a  violation  or  potential 
viobtion  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particulm  program  statute,  or 
by  regulation,  nik  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use. 
to  the  appropriate  agency,  whether  federal.  sUde,  local  or  foreign 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

PuUcim  and  practices  far  staring,  retrieving,  acceabng,  retaining, 
and  diapabng  of  records  in  the  syis*>: 

Storage:  Paper  records  maintained  in  file  folders. 

RetricvabUlly:  Filed  numerically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

Safeguards:  Under  GSA  security  safeguards  at  Washington  Na¬ 
tional  Records  Center. 

Retention  and  dispoeal;  Records  maintained  under  S  U.S.C.  301. 
Disposal  of  records  will  be  made  in  accordance  with  44  U.S.C. 
3301-3314  when  such  records  are  determined  no  longer  useful.  This 
system  of  records  was  retired  to  the  Washington  National  Records 
Center  after  the  completion  o(  the  claims  program  on  December  31, 
1934. 

System  maaagerfs)  and  address:  Executive  Director,  Foreign 
Clatms  Settlement  Commisston,  till  20th  St  NW,  Wash.,  DC 
20579.  202/382-3137. 

Nedfkatioa  procedure:  Same  as  the  above. 


Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FCSC— 31 

System  nanm:  YUGOSLAVIA,  CLAIMS  AGAINST  (2nd  PRO¬ 
GRAM)- FCSC 

System  location:  Washington  National  Records  Center,  GSA, 
4205  Suitland  Road,  Washi^ton,  DC  20409.  Alphabetical  index  to 
system  maintained  at  Foreign  Cldms  Settlement  Commission,  1111 
20th  St.,  NW,  Washington.  DC  20579. 

Categories  of  individuals  covered  by  the  system:  US  nationals  who 
suffered  losses  in  Yugoslavia  which  occurred  between  July  19, 
1948,  and  November  5,  1964. 

Cmegories  of  records  in  the  system:  Claim  applicatk>n  form  con¬ 
taining  name  and  address  of  claimant  and  representative,  if  any; 
date  and  place  of  birth  or  naturalization;  nature  and  amount  of 
claim;  description,  ownership,  and  value  of  property;  and  evidence 
to  support  claim  for  the  purpose  of  receiving  compensation. 

Authority  (or  auintenance  of  the  system:  Title  I,  International 
Claims  Settlement  Act  ot  1949,  as  amended,  and  US-Yugoslavia 
Claims  Agreement  of  November  5,  1964. 

Rontiac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  naers  and  the  purpoocs  of  such  naest  Records  are  used  for  the 
purpose  of  adjudicatuig  claims  of  individuals;  issuance  of  decisions 
concerning  eligibility  to  receive  compensation  under  the  ACt; 
notifications  to  claimants  of  rights  to  appeal;  and  preparation  of 
certifications  of  awards,  if  any,  to  Treasury  Department  for  pay¬ 
ment  by  authorized  FCSC  personnel.  Names  and  other  data 
furnish^  by  claimants  used  for  verifying  citizenship  status  with 
INS.  Law  enforcement:  In  the  event  that  a  system  of  records  main¬ 
tained  by  FCSC  to  carry  out  its  functions  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or  regulatory  in 
natiire,  and  whether  arising  by  general  statute  or  particular  program 
statute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto,  the 
relevant  records  in  the  system  of  records  may  be  referred,  as  a  rou¬ 
tine  use,  to  the  appropriate  agency,  whether  federal,  state,  local  or 
foreign,  char^  with  the  responsibility  of  investigating  or  prosecut¬ 
ing  such  vitmtion  or  charged  with  enforcing  or  impkmenting  the 
statute,  or  rule,  regulation  or  order  issued  pursuant  ttereto. 

Folktea  and  praeliocs  (or  alarhig,  retrieving,  acceeteag,  rctainhig, 
and  dtepaoiag  of  reeorda  in  the  sytem: 

Stonge:  Paper  records  maintained  in  file  folders. 

RetrievabiUty:  Filed  numerically  by  claim  number.  File  folders 
retrieved  from  Records  Center  by  claim  number.  Alphabetical  index 
used  for  identification  of  claim. 

SMegna^:  Records  maintained  under  5  U.S.C.  301.  Disposal  of 
records  will  be  made  in  accordance  with  44  U.S.C.  3301-3314  when 
such  records  are  determined  no  longer  useful.  This  system  of 
records  was  retired  to  the  Washington  National  Records  Center 
after  the  completion  of  the  claims  program  on  July  15,  1969. 

System  Bmaagerfs)  aad  address :  Executive  Director,  Foreign 
Claims  Settlement  Commission,  1111  20th  St.,  NW,  Wash.,  DC 
20579.  202/382  3137. 

NsfMItallsB  pracedare:  Same  as  the  above. 
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FEDERAL  MEDIATION  AND 
CONCILIATION  SERVICE 
[  29  CFR  Part  1410] 

PRIVACY  ACT  OF  1974 
Proposad  Implamantation  Procadurat 

Pursuant  to  the  Privacy  Act,  5  U.S.C. 
552a  as  enacted  December  31, 1974  (Pub. 
L.  93-579)  which  requires  agencies  to 
publish  rules  for  access,  amendment  and 
exemption  of  sjrstems  of  records  under 
sections  (f)  and  (k).  It  Is  proposed  to 
amend  Cihapter  xn  ot  Title  29  of  Code 
of  Federal  Regulations  by  adding  Part 
1410  to  read  as  set  forth  below. 

Part  1410  contains  the  Federal  Media¬ 
tion  and  Conciliation  Service’s  rules 
which  set  forth  agency  procedures  re¬ 
garding  an  indlviduars  access  to  and 
amendment  of  records  pertaining  to  him 
within  a  system  of  records  maintained 
by  the  agency  or  within  its  custody  and 
also  rules  exempting  disclosure  of  the 
identity  of  confidential  sources  of  cer¬ 
tain  records. 

Interested  persons  are  invited  to  sub¬ 
mit  comments,  data  or  arguments  until 
September  26,  1975  to:  The  Office  of  the 
General  Counsel,  Federal  Medlaticm  and 
Conciliation  Service,  14th  and  Constitu¬ 
tion  Avenue,  NW.,  Washington,  D.C., 
20427.  The  comments,  data,  views,  and 
arguments  will  be  available  for  public 
Inspection  at  the  above  address,  between 
the  hours  of  9  a.m.  and  4  p.m.,  Monday 
through  Friday  (except  holidays) ,  as  re¬ 
ceived  until  September  26, 1975. 

Dated:  August  15, 1975. 

W.  J.  UsBST,  Jr., 
SatUmal  Director. 

The  proposed  new  Part  1410  reads  as 
follows: 

PART  1410— PRIVACY 

1 1410.1  Purpose  and  Scope, 
i  1410JI  Definitions, 
f  1410A  Individual  Acoees  Requests. 

1 1410.4  Requirements  for  Identification  of 
Individuals  IfaXlng  Requests. 

1 1410A  Special  Procedures:  Medical  Rec¬ 
ords. 

I  1410.6  Request  for  Correction  or  Amend¬ 
ment  to  Records. 

1 1410.7  Agency  Review  of  Refusal  to 
Amend  a  Record. 

1 1410A  Notation  of  Dispute. 

1 14104  Fees. 

1 1410.10  Penalties. 

1 1410.11  Standards  of  Review. 

I  1410.13  Speclfio  exemptions. 

Autbobitt:  Privacy  Act  1974,  Pub.  L.  93- 
679,  88  Stat.  1896  (  6  DSC  S63a). 

§  -1410.1  Purpose  and  scope. 

(a)  The  purpose  at  this  part  Is  to  set 
forth  rules  to  Inform  the  public  about 
InformatloQ  maintained  by  the  Federal 
Mediation  and  ConclUatlan  Service  about 
individuals,  to  Inform  those  Individuals 
how  they  may  gain  access  to  and  correct 
or  amend  Information  about  themsdves. 
and  to  exempt  dlscloeure  of  Identity  of 
confidential  sources  of  certain  reemds. 

§  1410.2  Definhkms. 

For  the  purposes  of  this  part,  unless 
otherwise  required  by  the  context — 


(a)  ’TndMdual"  means  a  cltlm  of  the 
Uhlted  States  or  an  alien  lawnilly  ad¬ 
mitted  for  permanent  residenoe. 

(b)  “Maintain”  means  maintain,  e(d- 
lect,  use  or  disseminate. 

(c)  “Record”  means  any  Item,  collec¬ 
tion  or  grouping  at  Information  about  an 
Individual  that  Is  maintained  by  the  Fed¬ 
eral  Mediation  and  Conciliation  Service 
Including,  but  not  limited  to.  his  educa¬ 
tion.  financial  transactkms,  medical 
history,  and  criminal  or  employment 
history,  that  ctmtains  his  name,  or  the 
identif:rtng  number,  symbol,  or  other 
identifying  particular  assigned  to  the  in¬ 
dividual,  such  as  a  finger  or  voice  ixrint, 
or  a  photognmh. 

(d)  "System  of  records"  means  a  group 
of  any  records  under  the  control  of  Fed¬ 
eral  Mediation  and  ConcUiatlcm  Service 
from  which  information  is  retrieved  by 
the  name  of  the  Individual  or  Iv  some 
Identifying  particular  assigned  to  the 
IndlvlduaL 

§  1410.3  Individual  aceeas  requests. 

(a)  Individuals  who  desire  to  know 

whether  the  agency  maintains  a  syston 
of  records  containing  records  pertaining 
to  him  may  submit  a  written  request  to 
the  Director  of  Administration,  Federal 
Mediation  and  CmiciUatlon  Service, 
Washington,  D.C.  20427.  TTie  request 
must  Include  the  name  and  address  of 
the  requestor.  The  Director  of  Adminis¬ 
tration,  or  his  designated  r^resentatlve, 
will  advise  the  requestor  In  writing 
within  10  working  days  whether  the  rec¬ 
ords  are  so  maintained  and  the  general 
category  of  records  maintained  within 
the  ssrstem.  ^ 

(b)  Any  Individual  who  desires  to  In¬ 
spect  or  receive  copies  of  any  record 
maintained  within  the  syston  concerning 
him  shall  submit  a  written  request  to  the 
Director  of  Administration,  Federal  Me¬ 
diation  and  Conciliation  Service,  Wash¬ 
ington.  D.C.  20427,  reasonably  Identify¬ 
ing  the  records  sought  to  be  Inspected  or 
coined.. 

(c)  TTie  Individual  seeking  access  to  his 
record  may  also  have  another  person  ac¬ 
companying  him  during  his  review  of  the 
records.  If  the  requestor  desires  another 
person  to  accompany  him  during  the  in- 
n}ection.  the  requests:  must  sign  a  state¬ 
ment,  to  be  furnished  to  the  Service  rep¬ 
resentative  at  the  time  of  the  Inspection 
authorizing  such  other  person  to  acemn- 
pany  him.  Ex(^?t  as  required  under  the 
Freedom  of  Information  Act,  permitted 
as  a  routine  use  as  published  In  the 
agency’s  annual  notice,  or  for  internal 
agency  use,  dlscloeure  of  records  will  only 
be  made  to  the  individual  to  whom  the 
record  pertains,  unless  written  consoit 
is  obtained  from  that  individual.  The  Di¬ 
rector  of  Administration  will  verify  the 
signature  of  the  individual  requesting  or 
consenting  to  the  disclosure  ot  a  record 
prior  to  the  dlscloeure  thereto  to  any 
other  person  by  a  comparison  of  signa¬ 
tures,  If  the  request  or  consent  is  not  ex¬ 
ecuted  within  the  presence  of  a  desig¬ 
nated  Servloe  representative. 

(d)  The  Director  of  Administration  or 
his  designated  representative  will  advise 


the  requestor  In  writing  within  10  work¬ 
ing  days  of  receipt  ot  the  request  wheth¬ 
er.  to  what  extent,  and  approxlmatehr 
when  and  where  access  shall  be  granted. 
Within  30  days  of  receipt  of  the  request, 
the  records  will  be  made  available  for 
review  at  the  ndCS  National  Office  in 
Washlngbrn.  D.C.,  or  one  of  the  Regional 
Offices.  The  following  Is  a  list  oi  the 
Reglmial  Office  locatkms: 

Region  1 — ^VMaral  Mediation  and  Ccmcllla- 
tlon  Servloe,  3937  Federal  Building.  36 
Federal  Plasa,  New  York,  NY  10007. 
Region  3— FKtoral  Mediation  and  Conellla- 
tton  Servloe.  401  Mall  BuUdlng,  4th  and 
Chestnut  Streets,  Philadelphia,  PA  19106. 
Region  3  Federal  Mediation  and  Oonellla- 
tloD  Service,  Suite  400,  1433  W.  Peachtree 
Street,  N.W..  Atlanta,  OA  30309. 

Region  4 — ^Federal  Mediation  and  Concilia¬ 
tion  Swvloe.  1638  Superlw  Building,  818 
Superior  Avenue,  Cleveland,  OH  44114. 
Region  8— Federal  Mediation  and  Concilia¬ 
tion  Servloe,  1403  DIrksen  Building,  319 
South  Dearborn  Street.  Chicago,  IL  60604. 
Region  6 — Federal  Mediation  and  Concilia¬ 
tion  Servloe.  ChronuUloy  Plasa — ^Plfth 
Floor,  130  South  Central,  St.  Louis,  MO 
63106. 

Region  7 — ^Federal  Mediation  and  ConcUla- 
tlon  Servloe.  Box  36007,  460  Oolden  Oate 
Avenue,  San  Pranclaoo,  CA  94103. 

Region  8 — ^Federal  Mediation  and  Concilia¬ 
tion  Service,  644  Federal  BuUdlng,  916 
Second  Avenue,  Seattle,  WA  98174. 

§  1410.4  Reqniremente  for  identifica¬ 
tion  of  indhridnals  making  requests. 

Satisfactory  identlficatkm  (l.e.,  em- 
idoy  identification  number,  current  ad¬ 
dress.  and  verification  of  signature) 
must  be  provided  to  FMCS  prior  to  re¬ 
view  of  the  record.  The  requestor  will  be 
provided  the  oivortunlty  to  review  the 
records  during  normal  business  hours. 

§  1410.5  Special  proceduresi  Medical 
records. 

(a)  If  medical  records  are  requested 
for  Inspection  which.  In  the  opinion  of 
the  Director  at  Administration,  may  be 
harmful  to  the  requestor  if  personally 
Inspected  by  him,  such  records  win  be 
furnished  only  to  a  licensed  phjrslclan. 
designated  to  receive  such  records  by  the 
requestor.  Prior  to  such  dlsclosiure,  the 
requestor  must  furnish  a  signed  written 
authorisation  to  the  Service  to  make 
such  dlscloeure  and  the  physician  must 
furnish  a  written  request  to  the  Director 
at  Administration  tor  the  idiyslclan’s 
receipt  of  such  records. 

(b)  Verification  of  the  requestor's 
signature  wiU  be  accomplished  by  a  com¬ 
parison  of  signatures  If  such  authoriza¬ 
tion  Is  not  executed  within  the  presence 
of  a  Service  representative. 

8  iqiOJi  Reqwests  for  eorrection  or 
amcadoMnl  ot  records. 

(a)  If  the  Individual  disagrees  with 
the  Information  In  the  record,  he  may 
request  that  Ihe  record  be  amended  by 
addition  or  deletion.  Such  a  fequest  must 
be  in  writing  and  directed  to  the  Director 
of  Administration,  Federal  Mediation 
and  Conciliation  Service.  Washington. 
D.C..  20427.  ’Ihe  request  must  also  spe¬ 
cifically  outline  the  amendment  sou^t. 
The  Director  of  Administration  or  his 
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designated  representative  will  adcnowl- 
edge  receipt  oi  the  request  within  10 
working  days  from  the  date  of  receipt  of 
such  request.  Under  normal  circum¬ 
stances,  not  later  than  30  days  after 
receipt  of  Uie  request  for  amendment, 
the  Director  of  Administration  will 
either: 

(1)  Amend  the  record  and  notify  the 
requestor  In  a  written  letter  of  determi¬ 
nation  to  what  extent  the  record  is 
amended;  or 

(2)  If  the  amendment  or  correcticm  is 
denied  in  whole  or  in  part,  notify  the  re¬ 
questor  In  a  written  letter  ol  determlna- 
tl(xi  the  reason  for  denial  and  the  re- 
questm:*'s  right  to  request  review  by  the 
Deputy  Naticxial  Director. 

(b)  Routine  requests  oi  arbitrators 
maintained  on  the  Service’s  roster  oi 
arbitrators  to  amend  reccmls  for  such 
matters  as  address,  experience,  fees 
chvged,  may  be  made  in  writing  to  the 
Director  of  Arbitration  Services,  Wash¬ 
ington,  D.C.,  20427.  If  such  routine  re¬ 
quests  are  not  granted  or  involve  other 
types  of  amendments,  then  the  procedure 
to  be  fcdlowed  is  that  which  includes  a 
request  in  writing  to  the  Director  of  Ad¬ 
ministration. 

§  1410.7  Agency  review  of  refnsal  to 
amend  a  record. 

(a)  Ihe  requestor  may  am)eal  any 
determination  of  the  Director  of  Admin¬ 
istration  not  to  amend  a  record  sub¬ 
mitting  a  written  request  for  review  of 
refusal  to  amend  a  record  to  the  Deputy 
National  Director,  Washington,  D.C, 
20427.  &ich  a  request  shall  indicate  the 
specific  corrections  or  amendments 
soufibt.  Not  later  than  30  days  from 
receipt  of  a  request  for  review  (unless 
such  period  is  extended  by  the  Naticmal 
Director  for  good  cause  shown),  the 
Deputy  National  Directcnr  will  complete 
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such  a  review  and  make  a  final  deter¬ 
mination  <m  the  request,  and  shall  advise 
the  requestm*  in  a  writtem  letter  of  deter- 
mlnatkm  vbether,  and  to  what  extent  the 
correction  or  amendment  will  be  made. 
If  the  cmrectionwr  amendment  is  denied, 
in  whide  or  in  part,  the  letter  of  deter¬ 
mination  will  spixify  the  reaacms  for  such 

(b)  If  the  Deputy  Natkmal  Dbectm* 
makes  a  final  determinatlcm  not  to  ammd 
the  record,  the  individual  may  provide  to 
the  Service  a  ccrndae  written  statement 
exidaining  the  reascms  for  disagreement 
with  the  refusal. 

(c)  In  addition,  the  individual  may  file 
a  civil  action  in  the  U.8.  District  Court 
to  seek  an  order  compiling  the  Service 
to  amend  the  record  as  requested. 

§  1410.8  Nolatian  of  dispute. 

After  an  individual  has  filed  a  state¬ 
ment  of  disagreement  as  described  in 
i  1410.7(b),  any  disclosure  of  the  con¬ 
tested  records  miist  ccmtain  a  notation  of 
the  dispute.  In  additkm,  a  copy  of  the 
individual’s  statonent  will  be  provided  to 
the  perscm  agency  to  whcun  the  dis¬ 
puted  record  is  disclosed.  Hie  Sowice  may 
also,  but  it  is  not  required  to,  luovlde 
a  statement  reflecting  the  agency’s  rea¬ 
sons  for  not  making  the  requested 
amendments. 

§  1410.9  Fees. 

Upon  request,  the  Service  will  provide 
a  i^otostatic  copy  the  records  to  the 
individual  to  whcun  they  pertain.  HMre 
will  be  a  charge  oi  $.20  per  page. 

8  1410.10  Penalties. 

Any  person  who  knowingly  and  will¬ 
fully  requests  or  obtains  any  record  con¬ 
cerning  an  individual  from  the  Service 
under  false  pretenses  shall  be  guilty  of  a 
misdoneanor  and  fined  not  nutre  than 
$5,000. 


§  1410.11  Standards  of  review. 

m 

Upon  a  request  for  inspection  of  rec¬ 
ords  or  a  determination  on  a  request  for 
amendment,  the  Director  of  Administra¬ 
tion.  his  designated  representative,  or 
the  Deputy  National  DirecUn:  will  re^ew 
the  pertinent  recmds  and  discard  any 
material  in  them  that  is  not: 

(a)  Rdevant  and  necessary  to  accom¬ 
plish  a  statutory  purpose  or  a  purpose 
not  authorised  by  executive  order. 

(b)  Accurate,  rdevant,  timely,  and 
complete,  to  assure  fairness  to  the  indi- 
viduaL 

8  1410.12  ^leeific  exemptions. 

^nth  regard  to  Agency  Internal  Per¬ 
sonnel  Records  and  Arbitrator  Personal 
Data  Flues,  separately  described  in  the 
system  notices,  such  records  will  be  ex¬ 
empted  from  Section  (d)  of  the  Act  as 
follows: 

Invsstigataty  matartsl  matntslned  solely 
for  the  purposes  of  determining  an  Individ¬ 
ual’s  quallflcatton.  tflglblllty,  or  sultabUtty 
for  anployinent  In  the  Pnleral  dvilian  serv¬ 
ice,  Federal  contracts,  or  access  to  classUled 
Informatton.  but  only  to  the  extent  that 
disclosure  of  such  material  would  reveal  the 
Identity  of  the  souroe  who  furnished  tnfor- 
matlon  to  the  Government  imder  an  express 
promise  that  the  identtty  of  the  source  would 
be  held  In  confidence,  or  prior  to  September 
37,  lOTS.  under  an  Implied  promise  that  the 
Identity  of  the  source  would  be  held  In 

In  Older  to  obtain  accurate  information 
pertaining  to  employee  or  arbitrator  eli- 
gibilite.  the  nondisclosure  of  the  identity 
of  such  a  confidential  source  is  essential. 

Dated:  August  15. 1975. 

W.  J.  USKRT,  Jr., 
National  Director. 

[FB  Doe.78-SaOT»  Filed  8-36-75;8:45  am] 


FBlftAL  KOISm,  VOL  40,  NO.  U7— WfDNfSDAV,  AUGUST  37.  1975 


FEDftAL  MfDIATION  AND  CONClUATION  SERVICE 


39037 


FEDERAL  MEDIATION  AND 
CONCILIATION  SERVICE 
PRIVACY  ACT  OF  1974 
Notices  of  Systems  of  Records  — 

Pursuant  to  the  Privacy  Act,  S  USC  5S2a  (e),  (4),  (II).  as  enacted 
December  31.  1974  (Public  Law  93-579),  the  Federal  Mediatton  and 
Conciliation  ^rvice  proposes  to  adopt  the  notices  of  the  existence 
and  character  of  the  systems  of  records  set  forth  herein,  including 
the  routine  use  of  such  systems. 

Interested  persons  arc  invited  to  submit  written  comments,  data, 
views,  or  arguments  until  September  27,  1975  to:  The  Office  of  the 
Gener^  Counsel,  Federal  Mediation  and  Conciliation  Service,  14th 
and  Constitution  Avenue,  N.W.,  Washington,  D.C.  20427.  Such 
comments,  data,  views,  and  arguments  received  on  or  before  Sep¬ 
tember  27,  1975  will  be  consisted  prior  to  final  publication  of 
notices.  The  comments,  data,  views,  and  arguments  will  also  be 
available  for  public  inspection  at  the  above  address,  between  the 
hours  of  9:00  a.m.  and  4:00  p.m.,  Monday  through  Friday  (except 
holidays),  as  received  until  4:00  p.m.  September  27,  1975. 

Dated:  August  15,  1975. 

W.  J.  Usery,  Jr., 
National  Director 

INDEX  OF  SYSTEM  NAMES 

System 

FMCS/I  Agency  Internal  Personnel  Record— Agency  Employee 
FMCS/11  Agency  Pay  Records— Agency  Employee 
FMCS/III  Agency  Personnel  Security  Records— Agency 
Employee 

FMCS/IV  Arbitrator  Personal  Data  File— Arbitrator/Arbitrator 
Applicant 

FMCS— I 

System  nanK:  Agency  Internal  Personnel  Records 
System  location:  National  Office 
Federal  Mediation  and  Conciliation  Service 
Washington,  D.C.  20427 
Region  I 

Federal  Mediation  and  Conciliation  Service 

2937  Federal  Building 

26  Federal  Plaza 

New  York,  NY  10007 

Region  2 

Federal  Mediation  and  Conciliation  Service 

401  Mall  Building 

4th  and  Chestnut  Streets 

Philadelphia,  PA  19106 

Region  3 

Federal  Mediation  and  Conciliation  Service 
Suite  400 

1422  W.  Peachtree  Street,  N.W. 

AtlanU,  GA  30309 
Region  4 

Federal  Mediation  and  Conciliation  Service 
1 525  Superior  Building 
115  Superior  Avenue,  N.E. 

Cleveland,  OH  44114 
Region  5 


Federal  Mediation  and  Conciliation  Service 

1402  Dirksen  Building 

219  S.  Dearborn  Street 

(Thicago,  IL  60604 

Region  6 

Federal  Mediation  and  Conciliation  Service 

Chromalloy  Plaza— Fifth  Floor 

120  S.  Central 

SL  Louis,  MO  63105 

Region  7 

Federal  Mediation  and  Conciliation  Service 
Box  36007 

450  Golden  Gate  Avenue 
San  Francisco,  CA  94102 
Region  8 

Federal  Mediation  and  Conciliation  Service 
Federal  Building.  Room  644 
915  Second  Avenue 
SeatUe,  WA  98174 

Categories  of  ImHvMaals  covered  by  the  system:  Agency  Em¬ 
ployees 

Categories  of  records  la  the  system:  The  records  in  this  system  are 
AgeiKy  internal  operating  records  used  in  the  tion  of  the  Agency’s 
personnel  management  program.  This  record  system  contains  the 
following  files: 

1 .  Personnel  Folders— correspondence  and  other  documents  relat¬ 
ing  to  employee  debt,  station  transfer,  employee  evaluations, 
background  information,  and  recommendations  for  promotion. 

2.  Station  Transfer  Requests— request  forms  and  related  docu¬ 
ments. 

3.  Performance  Evaluation  Files— evaluations  of  new  employees. 

4.  Applicant  Files— where  applicable,  employment  applications, 
person^  resumes,  correspondence  relating  to  medical  examination 
and  conditions,  qualifications  or  suitability  for  employment,  docu¬ 
ments  related  to  verifying  qualifications,  rating  shMt  for  years  of 
qualifying  experience,  and  interview  reports  of  FMCS  staff. 

5.  Employee  Conduct  Files— records  relating  to  employee  per¬ 
formance,  code  of  conduct,  and  possible  disciplinary/corrective  ac¬ 
tion. 

6.  Employee  Productivity  Statistics— self  expiaiutory. 

Antherity  for  msInlfnafT  of  the  systcai:  Title  II,  Labor  Manage¬ 
ment  Relations  Act.  1947,  As  Amended. 

Rout  if  nsH  of  records  majnlsfnrd  in  the  system,  tachsdlng  calegs 
ries  of  naers  and  the  pnrpeers  of  each  aaes:  A.  In  the  event  that  the 
above  system  of  records  maintained  by  this  Agency  to  carry  out  its 
functions  indicates  a  violation  or  potential  violation  of  law,  whether 
civil  criminal  or  regulatory  in  nature,  and  whether  arising  by 
general  statute  or  particular  oroqram  statute,  or  by  regulation,  rule 
or  order  issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the  appropriate 
agency,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  or  rule,  regnla- 
tiofu  or  order  issued  pursuant  thereto. 

B.  Information  within  this  system  of  records  is  referred  to  ap¬ 
propriate  sources  from  which  information  is  requested  in  the  course 
of  an  investigation  as  to  suitability  for  initial  or  continued  employ¬ 
ment  to  the  extent  necessary  to  identify  the  individual,  inform  tte 
source  of  the  nature  and  purpose  of  the  investigation,  and  to  identi¬ 
fy  the  type  of  information  requested. 
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C.  Informatioo  within  this  system  of  records  is  referred  to  mem¬ 
bers  of  Congress  to  the  extent  necessary  to  answer  routine  letters 
of  inquiry  concerning  employment  applications. 

Palldcs  and  practices  for  storing,  retrieving,  accessing,  retainiag, 
and  disposing  of  records  in  the  sytM:  These  records  are  stored  in 
both  locked  and  unlocked  file  cabinets,  depending  upon  the  nature 
of  the  record  and  availability  of  filing  equipment.  Data  may  be 
retrieved  by  an  individual’s  name.  Access  to  these  records  is 
restricted  to  appropriate  employees  of  the  National  Office  and  the 
Regional  Office.  Files  are  retained  indefinitely,  subject  to  periodic 
review. 

System  maaagerls)  and  addrem: 

Director  of  Administration 
'  Federal  Mediation  and  Conciliation  Service 
Washington,  D.C.  20427 

Notification  procedure:  Individuals  seeking  kttowledge  of  whether 
the  system  contains  information  about  them  should  direct  their 
inquiries  in  writing  to  the  Director  of  Administration,  FMCS  at  the 
aforementioned  redress.  All  such  inquiries  should  include  the 
requestor’s  name  and  any  other  information  that  may  be  helpful  in 
locating  the  files. 

Record  access  procedures:  See  Notification 

Record  source  categories:  Information  is  obtained  directly  from 
the  individual  concerned,  whenever  possible.  However,  also  in¬ 
cluded  is  information  obtained  from  Agency  personnel  and  occa¬ 
sionally  from  sources  outside  the  Agency. 

Systems  exempted  from  certain  provisiotts  of  the  act:  In  order  to 
preserve  the  accuracy  of  information  necessary  for  detenninii^ 
suitability  for  employment,  the  identity  of  a  confidential  source  is 
exempted  from  disclosure  under  S  USC  SS2  (a)  (k)  (S).  The  exemp¬ 
tion  is  published  in  this  issue  of  the  Federal  Register. 

FMCS— II 

System  name:  Agency  Pay  Records 

System  location: 

Federal  Mediation  and  Conciliation  Service 
Washington,  D.C.  20427 

Categories  of  individuals  covered  by  the  system:  Agency  Em¬ 
ployees 

Categories  of  records  in  the  system:  The  records  in  this  system  are 
used  to  administer  the  agency  pay  system.  The  records  in  an  em¬ 
ployee’s  pay  file  may  be  copies  of  a  personnel  action  form,  tax 
withholdino  certificates,  notification  of  check  mailing  address,  al¬ 
lotment  forms,  health  and  life  insurance  forms,  retirement  forms, 
and  the  salary  clearance  form.  The  travel  records  consist  of  a 
request  for  travel,  travel  authoriution,  travel  vouchers,  transporta¬ 
tion  requests,  authorizations,  and  reimbursements  for  expenses  in¬ 
curred  in  connection  with  an  official  change  of  duty  station.  The 
stystem  also  contains  comouter  listings  reflecting  pay  data,  leave 
records,  and  time  and  attendance  records. 

Authority  for  maintenance  of  the  system:  S  USC  Chapters  51,  33, 
and  57 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  None 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoRng  of  records  in  the  sytem:  These  records  are  maintained 
ino  oriqinal/duplicate  document  form  and  filed  by  an  individual’s 
name.  The  files  are  contained  in  regular  file  cabinets,  access  to 
which  is  restricted  to  Budget  and  Finance  Division  personnel  only. 
These  records  are  maintained  and  disposed  of  in  accordance  with 
the  Federal  Property  Management  Regulation  101-11.4  (General 
Records  Schedules  2.  6,  and  9). 

System  managcr(s)  and  addrem: 

Director  of  Administration 

Federal  Mediation  and  Conciliation  Service 

Washington.  D.C.  20427 

NodBcation  proc^urc:  Individuals  seeking  knowledge  of  whether 
the  system  contains  information  about  them  should  direct  their 
inquiries  to  the  Director  of  Administration,  FMCS,  at  the  afore¬ 
mentioned  address.  All  such  inquiries  should  indicate  luune,  and 
any  other  information  that  may  be  helpful  in  locating  the  file. 

Record  aceem  procedures:  See  Above 

Record  source  categories:  Information  is  obtained  directly  from 
the  individual  concerned. 

FMCS— 01 

System  name:  Agency  Personnel  Security  Records 


System  location: 

Federal  Mediation  and  Conciliation- Service 
Washington,  D.C. 

Categories  of  individnais  covered  by  the  system:  Agency  Em¬ 
ployees 

Categories  of  records  hi  the  system:  Various  information  pertain¬ 
ing  to  the  background  investigauon  and  issuance  of  clearances. 

Authority  for  matatenance  of  the  4‘**co*:  Executive  Order  10450 
and  10501,  or  other  Statutory /Regulatory  requirements. 

Routine  uses  of  records  maintained  ib  lEe  system,  including  catego- 
rim  of  users  and  the  purpoem  of  .si^.,uses:  A.  A  record  from  this 
system  of  records  may  be  disclosed  as.ji  “routine  use’’to  a  federal, 
state  or  local  agency  maintainiag  civfl,  criminal,  or  other  relevant 
enforcement  information  or  othec  perti^nt  information,  such  as 
current  licenses,  if  necessary  tp  (nfocmation  relevant  to  an 

agency  decision  concerning  Ae.hinng  or  Ktention  of  an  employee, 
the  issuance  of  a  security  ckai^pce^  the  Ipting  of  a  contract,  or  the 
issuance  of  a  license,  grant, 

B.  The  existence  and  data  of  -rity  clearance  are  furnished  to 
government  agencies  or  private  finos,dealing  in  classified  matters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem:  These  records  are  maintained 
in  orignal/duplicate  document  foim  and  filed  by  an  individual’s 
name.  They  are  used  by  agency  management  officials  in  determin¬ 
ing  suitability  for  employment  and  in  issuii^  security  clearances. 
The  files  are  contain^  in  locked  security  file  cabinets,  access  to 
which  is  restricted.  The  Agency  Personnel  Security  Officer  deter¬ 
mines  personnel  who  are  authorized  to  review  these  records.  These 
records  are  maintained  and  disposed  of  in  accordance  with  the 
Federal  Personnel  Manual  and  the  Federal  Property  Management 
Regulation  101-11.4  (General  Records  Schedule  18). 

System  managcr(s)  and  addrem: 

Agency  Personnel  Security  Officer 
Fedend  Mediation  and  Conciliation  Service 
Washington.  D.C.  20427 

Notiftcation  procedure:  Individuals  seeking  knowledge  of  whether 
the  system  contains  information  about  them  should  direct  their 
inquiries  to  the  Agency  Personnel  Security  Officer  at  the  above  ad¬ 
dress. 

Record  aceem  procedures:  All  inquiries  relatuig  to  the  Civil  Ser¬ 
vice  Commission  background  reports  or  national  agency  checks 
should  be  addressed  to  Director,  Bureau  of  Personnel  Investiga¬ 
tions,  U.S.  Civil  Service  Commission,  1900  E  Street,  Washington, 
D.C.  All  other  requests  for  agency  security  records  should  be 
directed  in  writing  to  the  Director  of  Administration  at  the  address 
provided  above.  All  such  inquiries  should  indicate  name  and  any 
other  information  that  may  be  helpful  in  locating  the  file. 

Record  source  categorim:  Information  is  obtained  directly  from 
the  individual  on  an  application  for  background  investigation  which 
is  furnished  to  the  Civil  Service  Commission. 

FMCS— IV 

System  name:  Arbitrator  Personal  Data  File 

System  location: 

Federal  Mediation  and  Concibation  Service 
Washington,  D.C.  20427 

Categories  of  Individuals  covered  by  the  system:  Arbitrator  Appli¬ 
cants  and  Arbitrators 

Categories  of  records  in  the  system:  The  first  category  of  records 
consists  of  arbitrator  applicant  records  (those  not  accepted).  These 
records  contain  personal  resumes,  the  personal  data  questionnaire 
listing  education,  professional  backgn^d  and  ex|wrience,  con¬ 
fidential  and  other  recongnendations'  as  to  acceptability,  and  cor¬ 
respondence  pertaining  to  rejection  from  placement  on  the  panel. 
The  second  category  of  records  consists  cd  current  arbitrator  files 
(those  currently  on  the  roster),  and  contain  the  same  information  as 
in  the  applicant  files.  In  addition,  such  files  iiKlude  correspondence 
with  an  arbitrator  regarding  standard  fee,  interest  in  only  certain 
cases,  complaints,  and  other  correspondence  related  to  case  han¬ 
dling  procedures,  and  biographical  sketches  summarizing  informa¬ 
tion  contained  i^  the  persorud  data  questionnaire.  _ 

Authority  for  matntmauce  of  the  syelcm:  Title  II  Labor  Manage¬ 
ment  Relations  Act,  1947,  As  Amende. 

Routine  uses  of  records  maiutainfd  iu  the  syiiM,  includiug  catego- 
rim  of  users  and  the  purposes  of  such  uses:  Biographical  sketches 
are  furnished  to  the  parties  requesting  the  referral  of  a  panel  of  ar¬ 
bitrators. 
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They  arc  also  funiished  to  persons  coaductinf  research  on  the  ar¬ 
bitration  process  in  a  partkulw  area. 

Data  furnished  by  the  applicant  or  arbitrator  and  other  sources 
listed  above  is  routinely  disclosed  to  appropriate  persons  or  or-, 
ganizations  outside  the  agency  ia  the  course  of  verincation  or 
evaluation  for  the  purpose  of  admittance  to  or  retention  on  the 
roster.  Data  furnished  by  any  source  in  the  nature  of  a  complaint  or 
inquiry  about  the  arbitrator’s  performance  or  qualifications  are  rou¬ 
tinely  referred  to  the  appropriate  person  outside  the  agency  in  the 
course  of  investigating  an  arbitrator’s  eligibility  for  retention  on  the 
roster. 

Policies  and  praettces  lor  staring,  tciritviag,  noccadng,  rvirining,* 
and  diapering  ol  rocorda  in  the  sytani:  These  records  are  maintained 
in  origmal/duplicate  document  form  and  computer  tape.  In  either 
case,  they  are  retrieved  by  an  individual  name  or  identification 
number.  Access  is  restricted  to  Office  of  Arbitration  personnel,  and 
Management  Systems  personnel  on  a  limited  basis  oiUy.  These  files 
are  used  for  purposes  of  referring  arbitration  panels  to 
labor/management.  I^sently,  the  files  are  stored  in  lateral  file 
cabinets.  Files  on  active  arbitrators  are  maintained  as  long  as  the 
individual  is  utilized  for  referrri  of  panels.  Arbitrator  applicaid  files 
are  maintained  for  two  years.  After  the  two  year  retention  period,  a 


sepmte  listing' of  rejected  arbitrator  applicants  is  prepared  and  the 
file  is  destroyed. 

Syarins  managrrfs)  and  nddrem: 

Director  of  Office  of  Arbitratioo  Services 
Federal  Mediation  and  Concihatioo  Service 
Washington,  D.C.  20427 

NriMicadin  procure:  Individuab  seeking  knowledge  of  whether 
the  system  contains  information  about  them  should  direct  their 
inquiries  in  writing  to  the  Director  of  Administralion.  FMCS,  or 
Director  of  Arbitration  Services,  FMCS,  at  the  aforementioaed  ad¬ 
dress.  AH  such  inquiries  should  indicate  name  and  any  other  infor¬ 
mation  that  may  be  helpful  in  locating  the  file. 

Record  aceem  preeednrcK  See  Notification 

Record  sanrer  categories:  Direct  from  the  individual,  sources 
funiished  by  the  individual,  or  obtained  by  FMCS. 

Systems  esempted  from  errtsin  irsvlriene  of  the  sM:  In  order  to 
preserve  the  accuracy  of  information  necessary  for  determing  ap¬ 
pointment  to  the  roster  for  arbitratioa  records,  the  identity  of  a 
confidential  source  is  empted  from  disclosure  under  S  USC  S52  (a) 
(k)  (S).  The  exemption  is  published  in  this  issue  of  the  Federal  Re¬ 
gister. 
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FEDERAL  TRADE  COMMISSION 

NOTICE  OF  PROPOSED  RULEMAKING 

Systems  of  Records  Containing  Information 
About  individuals— Proposed  Notices 
Implementing  the  Privacy  Act  of  1974 

The  Commission  proposes  to  adopt  the 
following  notices  of  systems  of  records 
containing  information  about  individuals 
to  implement  the  Privacy  Act  of  1974 
(P Jj.  93-579, 5  U.S.C.  section  552a) .  Pub¬ 
lic  notice  of  the  existence  and  character 
of  each  system  of  records  maintained  by 
an  agency  is  prescribed  by  section  552a 
(e)  (4)  of  the  Privacy  Act. 

The  Civil  Service  Commission  is  issu¬ 
ing  proposed  notices  of  government-wide 
systems  of  personnel  records  on  behalf 
of  all  agencies  maintaining  such  records, 
and  regulations  specifying  the  manner 
in  which  the  agencies  shall  permit  access 
to  them  and  take  other  actions  required 
by  the  Privacy  Act.  Other  than  for  those 
systems  of  personnel  records  of  which 
notice  will  be  published  by  the  Civil  Serv¬ 
ice  Commission,  the  attached  proposed 
notices  embrace  all  systems  of  records 
maintained  by  the  Commission  subject 
to  the  Privacy  Act. 

Pursuant  to  sections  552a  (e)(4)(D) 
and  (e)(ll)  of  the  Privacy  Act,  inter- 
'N  ested  persons  may  submit  written  data, 
views,  or  arguments  pertaining  to  the 
routine  uses  set  forth  in  each  of  these 
notices.  Comments  on  these  routine  uses 
received  by  thP  Commission  on  or  before 
Sept.  26,  1975,  will  be  consider^  by  the 
Commission  before  taking  final  action 
on  the  notices  of  routine  uses.  Such  com¬ 
ments  should  be  addressed  to  the  Secre¬ 
tary,  Federal  Trade  Commission,  Wash¬ 
ington,  D.C.  20580. 


Issued  by  direction  of  the  Commission 
dated  August  15, 1975. 

VncnnA  M.  Habding, 
Acting  Secretary. 

[FB  Doc.75-2aM3  PUed  a-aft-76;8:46  am] 
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ITC— ^ 

^  _ Biographies  of  Commissiooen  and  Key  Staff  Mem- 

bers^FTC 
Sjpfmn  lecattm: 

Office  of  Public  Informatioo— Room  496 

Federal  Trade  Commission 

6tti  Street  &  Pennsylvania  Avenue,  N.w. 

Washington,  D.C.  20580  _  .  I 

Catar>rie.  of  todIvfchmU  corned  by  the  syi^  Comnnssiooers 
and  key  Federal  Trade  Commissioo  staff  members.  ’ 

*°1  .  .  _  ^  —rtird*  fa  the  syfaem:  Contains  name,  biographical  ] 

Amhortty  lor  mafaSeMK*  ol  the  system:  Federal  Trade  Coinnas. 

for  information  from  members  of  tbe  tneoia,  ^ 

and  practioes  lor  storfag,  retrkvtag,  aooeasing,  retaining, 
and  ol  records  fa  the  sytem:  •• 

Stw^Twritten  documents  and  glossy  photographs  m  manila  fol¬ 
ders  in  lo^ble  file  cabinet. 

RetrievabUity:  Indexed  by  name. 

-  rettricled  lo  those  agency  petaonnel  whose 

responsibaitie.  reyi..  i,rfivid„sl  is  no  longer  . 

Itetcatioa  and  daposal.  Keia^  ^  ^ 

staff  member  or  Commissiooer,  and  r^uesU  lor  me 
longer  received.  Disposed  of  m  wastebasket. 

System  asaaagerls)  and  address: 

Office  Manager 

Office  of  Public  lirfonnatron 

Room  496,  Federal  Trade  ConMiMsion 

6th  &  Pennsylvania  Avenue,  N.w. 

Washington,  D.C.  20580 

Ne-IBcatloa  procedure:  By  mailing  or  deKvering  a  written  requwt 

as  follows:  Privacy  Act  Request,  Office  of  the  seerw^. 
?„5rCoonni.sioi.  «h  4  P»nsylv««.  Av»»..  N.W.. 
Washington,  D.C.  20580. 

Record  access  procedures:  Same  as  above. 

CouiMtfag  record  procedures:  Same  as  above.  ^  ■ 

Recort^rce  categories:  Individual  whose  biography  and/or  pic¬ 
ture  is  contained  in  the  system. 

FTC— 2 

System  name:  CaU  for  Comment  Mailing  List— FTC 
System  locatloa: 

Division  of  Omsumer  Education 
Fedrn»>  Trade  Commission 
633  Indiana  Avenue,  N.W. 

IV&sliiliffton*  0.0*  20580 

iDdiTkIaalt  by  the  «y^ 

of  bSsSs^  firms,  trade  and  commercial  associ^s, 

-  sional  organizations, 

el«*he„  ^  which  «cdv« 

fa  the  syriem:  Contains  names  and  organiza- 

Policies  and  practices  lor  riorfag,  retrievtag.  acoessfag,  relaimng, 

Md  dhi»««fat  of  records  fa  the  sytem:  _ _ 

»«i«t.i»wl  i»  s  hwh  by  10  1/2  inch  fa, 

D,lriMtillliy;  Indexed  by  categoey  _ 

e,-. _ Records  are  maintained  in  Division 

E^lSSirtid  access  is  Kmited  to  agency  personnel  whose  respon¬ 
sibilities  require  access. 


_ eg— _ _  dtanosal:  Records  are  to  be  maintaini^ 

for  Comment  program  «  dispensed  wdh. 

System  mmuwer(a)««i««l*«« 

Assistant  Director  for  Consumer  Education 
Federal  "Dade  Commissioo 
633  Indiaiia  Avenue,  N.W. 

Washington,  D.C.  20580 
NeMeeto  By 

Federal  "Dade  Comnassioo.  6th  Street  s.  rcnnsyivam- 
N.W.,  Washii^^on,  D.C.  20580. 

Record  ac«*m  procedures:  Same  as  above. 

Coedeatfag  record  proceehires:  Same  as  above. 

,  ______  -  --1 —  lists  are  compiled  from  public  docu- 

from  requests  by  org^tioos  that  their  membership 

receive  Ceil  for  Comment  material. 

FTC— 3 

System  aMie:  Case/Project  'Bracking  System-FTC 
System  locaiian: 

Computer  Sciences  Corporation 
Inf  onet  Conq?uter  Center 

Chicago,  Illinois  Profw. 

r^snrlrn  of  fadWduals  covered  by  the  syfacm:  AH  FTC  Proto 
Semi-professional  Employees  and  some  clencal  em- 

^^nuteorim  of  rocordto  fa  the  system:  Contains  name,  FTC  ID 
mSSr«fanizatipn,  category,  all  cases  an 

nroiects  assigned  history  <rf  work  activity. 

^^dm^rtaTu-tatm-Ke  of  the  system:  Federal  Trade  Commis- 

^  i«cimh  mrintrined  fa  the  system,  fachidfag  catego- 
■sd’tirjSpoees  of  such  uses:  Management  and  b«^- 
SjiiinSnn  ConuEsSTResponses  to  congressiomd  inquiry. 
Policies  hmI  practices  lor  riostpg,  rririevfag,  aceemtag, 

and  dhposJs*  of  records  fa  the  lylenu 
Stonme:  Magnetic  disk  and  tape 

Kctrlevriiility:  By  case,  program,  organization,  indivKkial  (  no. 
or  nsme) 

SMegumds:  Passwoid.  Access  restricted  to  those  agency  person- 
nd  whose  responsibilities  require  access.  ' 

Hid  dtaposal:  Perpetual  retention 
System  uianagcr(s)  and  address: 

Executive  Director 

Federal  'Trade  Commission 

6th  and  Pennsylvania  Avenue,  N.W. 

Washington,  D.C.  20580 

TiT  nracedwc:  By  mailing  or  delivering  a  written  request 

as  foDovrs*  Privacy  Act  Request,  Office  of  the  Secretary, 
SSSS  6th  I5e«  A  P«M«iytv.»«  Avmu., 

N.W.,  Washington,  D.C.  205W. 

Record  access  procedures:  Same  as  above. 

Contesth^  lecord  procedures:  Same  as  above. 

RMord  SOTO  cMegorim:  Individual  weekly  artvity  reports. 

FTC— 4 

Sywo. Ctoimag.  U»a»  FedenJ  To«  Milta^ 

Persotuiel  and  Civilian  Employees  danns  Act— FTC 
System  kKadon: 

Federal 'Trade  Commission 

Room  555  ,  .  »  mw 

6th  Street  &  Pennsylvania  Avenue,  N.w. 

"  Washington,  D.C.  20580  .  . ,  , 

*■  rfafenrlrs  of  todlvidualB  covered  by  the  syteem:  Indiwhiateumo 

ha^^^^bunement  from  FTC  Fed^ 

I,  Act  and  Kfilitary  Personnel  and  dvOian  Employees  Oanns  Act 

r  II  iinririi  of  reoonk  fa  the  system:  Information  relating  to  tra^ 

a„  ftc  m.,  hci^M.  t<, 

- „.p-l^lTo«Cl.im.Act. 

V  28^uSc^Sec.  2671  ct  seq.  Military  Personnd  and  dvilian  Em- 
j^yees*  fT««os  Act,  31  U.S.C.  Sec.  241  et  seq. 
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RooliBC  uses  of  rtcarda  makHakHtd  !■  the  system,  cMego- 

rfas  of  users  mul  the  purposes  of  such  uses:  To  determine  udwtlier 
the  FTC  should  hoow  claims  for  loss  or  damage  to  property  in  in¬ 
cidents  involving  FTC  enqdoyees.  Referral  to  Department  of 
Justice,  GSA,  or  other  federal  agency  when  the  matter  comes 
within  the  jurisdiction  such  agency.  Used  by  Tort  Claims  Of¬ 
ficer,  other  FTC  personnel  reviewing  claim,  and  personnd  of  other 
agencies  to  whom  a  matter  is  referred. 

Folkies  and  practices  for  alasing,  retrieving,  neoeadhig,  retaining, 
anddiapoatag  of  records  In  the  ayton: 

Storage;  Stored  in  manda  file  folders  in  file  cabinet 

Betrievabiilty;  The  system  is  filed  alphabetically  by  name  of  the 
FTC  employee  involved  in  each  accident. 

Saieguardi*  The  files  are  stored  in  an  unlocked  file  cabinet  in  the 
Office  of  the  Tort  Claims  Officer.  Access  restricted  to  those  agen¬ 
cy  personnel  whose  responsibilities  require  access. 

Retcntloa  and  dhpoaal:  The  records  are  stored  for  10  years  and 
then  deposited  in  a  wastebasket 

System  saanagerfs)  and  address; 

Executive  Director 
Federal  Trade  Commnsion 
Washington,  D.C.  20S80 

NetRIcatiaa  procedure:  By  mailing  or  deUveimg  ajwritten  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  f<dlows;  Privacy  Act  Request,  Office  of  the  Secreitesy, 
Federal  Trade  Commission,  6th  Street  A  Penns^vansn  Avenue, 
N.W.,  Washii^ton,  D.C.  20380. 

Reoerd  aecess  prsoednres:  Same  as  above. 

Contcettag  record  procedures:  Same  as  above. 

Record  eonree  calegorlee;  Information  is  obtained  from  claimant, 
FTC  employee  involved  in  incident,  official  police  report  (if  any), 
witnesses,  uad  insurance  company  representing  claimant  (if  any). 

FTC--5 

System  naaae:  Commission  Minutes — FTC 


Record  aocem  procedures:  Sanoe  as  above- 
Conteathig  record  procedme:  Same  as  above. 

Record  eomve  categories;  (Donuntssion  records 
FTC— 6 

System  nasne:  Conylaint  Cards.  Dallas  Regional  Office — FTC 
intern  location; 

Federal  Tbade  Commission 

500  S.  Ervay  Sheet  ^ 

Room  452-B 
Dallas.  Texas  75201 

Categories  of  Indlvklnals  covered  by  the  syatessu  Individuals  who 
have  fRed  complaints  or  requested  informatioo 
Categories  of  records  hi  the  syatem;  (Contains  name  and  location 
of  company  complained  about,  violation,  date  complaint  was 
received,  correspondence  number,  prtliinsiiary  investi^tion  file 
number  and  7-dl^t  file  number,  and  information  about  individual 
proprietor  when  proprietorship  is  involved. 

4nthasltji  lar  mahteenasHc  af  the  syatein:  Federal  TVade  Cosnmis- 
skm  Act;  FTC  AdministrBtive  Manual,  1-201.1;  Federal  Records 
Act,  Sec.  506(a);  GSA  Regulation  (Sec.  101-11.20^3) 

Ruidim  uses  of  records  saalntained  ha  the  n  ttem,  ha  lading  catago- 
rfcsaf  nseas  and  the  pmposss  of  such  noas:  Tm  caid  is  used  by  Dad- 
las  Regkmal  Office  peraormel  to  identify  companies  complained 
abopt,  number  of  congd^ts  received  on  a  compaaiy  and  to  identify 
probleans  in  a  particular  industry. 

RsMciss  aanl  pamthire  lor  storhag,  lutaisvlag,  accessing,  retahdag, 
and  d^ta^lnt**  esesadi  ta  the  sytaaa: 

Storage:  Maintained  on  cards 

RetrirvabMRj;  Indexed  by  name  of  proposed  respondent,  either 
company  or  individual 

Sadegaards:  Records  are  maintaincid  in  a  card  file  box  at  recep- 
tioaitst’s  desk.  Access  restricted  to  thoee  agency  personnel  whose 
responsMIities  require  access. 


Federal  Trade  (Zommission 

6th  Street  A  Permsylvania  Avenue.  N.W. 

Room  174 

Washington.  D.C.  20580 

Categsriaa  af  tadhrldaals  eavered  by  the  system;  Individual  respon¬ 
dents  and  pronosed  respondents  in  Commission  proceedings  and  in¬ 
vestigations,  Individuars  requestn^  advisory  opiaioiu,  and  thoae 
subject  to  Commission  discipliiuury  proceedings  and  Commassioo 
ordm. 

Categsriea  af  rsesrds  la  the  system:  Informatioo  on  individuals 
generally  concerns  rdations  or  transactions  with  or  knowlediF 
about  respondents,  or  general  business  and  isolated  personal  infor¬ 
mation  on  individual  respondents,  and  other  items  of  information 
relatiag  to  the  individual’s  mvolvement  in  the  matter  m  question. 

Anthsrhy  lor  SHtateasaoe  sf  the  syetim*  Federal  'Tknde  Commis- 
sioo  Act 


Rsndne  asm  af  records  maintafned  In  the  system,  Inclamtm  catega* 
rtes  sf  users  and  the  aarpaoes  sf  each  nses:  For  use  by  theCommis- 
siooers  and  their  staff,  staff  of  the  Secretary’s  Office,  and  ttie  staff 
of  the  General  C^oonsel’s  Office,  m  history  and  record  of  Commis- 
ston  actions. 


anddfapsstag  sf  records  In  the  tytenu 
Storage:  Bound  volumes 
RotrissshShy;  Indexed  by  respondents’  names 
Safegnards:  Kept  in  locked  safe.  Access  restricted  to  those  agen¬ 
cy  personnd  whone  responsibitties  reqpiire  access. 

Hetentiaa  and  dhgaaal:  Permanent  retentioo 
System  managnr(B)  and  address: 


Rogiopal  Director 
Federal  IVade  Commission 
500  S.  Ervay  Street 
Room  452-B 
Dallas,  Texas  75201 

Nodlkatioa  pmcjodsas:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  sigiuitnre.  ad¬ 
dressed  as  fallows:  Privacy  Act  Request,  Office  of  die  Secretary, 
Federal  Ttade  Commission,  6tfa  Street  A  Pennsylvania  Avenue. 
N.W.,  WasMigton.  D.C  20580. 

Recard  aoeam  praesdarm;  Same  as  above. 

CanteatMg  raomd  pruradaws'  Same  m  above.  '  '' 

Record  eoaree  categestes:  Indiyidual  filing  contpfadnt. 


Syritm  maw:  (Congressional  Conespondence,  Office  of  General 
Counsel— FTC 
SySiCBI  ISCflIiOAS 
Congressional  Liaison 
Room  585 

Office  of  General  Couasd 
Federal  Itade  Comnaasinn 
Washhglon.  D.C.  20580 

CatagHtes  af  IndMdnals  eavsrad  by  the  qndms:  Members  of  Con- 
gyem,  Oongressiooal  Coannktees,  aad  constituents. 

Catagtelss  af  raeards  ha  fkt  gynteas:  Letters  and  constituent  refer¬ 
rals  from  members  of  Congress  and  responses  rdatn^  to  the  FTC 
or  amtters  widnn  dae  FTC’s  snthoiity. 

dndwrhj  Im  nmhatemmee  af  Ms  gyatem:  Federal  Trade  Commis- 
aaoo  Act 


Secretary 
Room  174 

Federal  Trade  Commission 

6th  Street  A  Pennsylvanin  Avenue,  N.W. 

Washington.  D.C.  20580 


Wsllthnilm  prstsdari;  By  mailing  or  dehveting  n  written  request 
besraig  die  indivkhial’s  name,  return  addresa,  and  signature,  ad¬ 
dressed  m  follows;  Privacy  Act  Request,  Offi^  of  the  Secretary, 
Federal  TTade  Conunisaion,  6th  Street  A  Peansytvania  Avenue. 
N.W.,  WnshiigEton,  D.C.  20580. 


rim  ef  umrs  and  the  pmpoam  af  inch  naaa:  To  respond  to  cocrespon- 
deaoe.  To  determine  whether  any  law  enforcement  or  other  action 
by  FTC  nwy  be  wurrantad.  Referral  to  odier  federri,  state,  or  local 
govenanental  agenciee  for  appropriaie  action  when  matter  com¬ 
plained  of  or  inquired  about  comes  within  dte  jiniadiction  of  such 
agency.  Used  by  FTC  amployem  and  by  persoamel  of  any  ^ency 
to  wliidi  the  matter  is  rafened. 


;  af  moerth  in  ths 


if.  AuousT  tr.  ma 
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SioMe:  Manita  foWen  in  lockabte  room 
II  Indexed  by  name  of  Congressman 

^  c.b«tt  .  Acc«  ««ric«d  u. 

®^n!™^^^ose  responsibaities  require  access. 

end  of  each  Congress. 

System  mMSverO)  snd  addrsas: 

Congressional  Liaison 
Office  of  General  Counsel 
Federal  Trade  Commission 

Washington.  D.C.  20580  ■ . 

ReiliieM,  tXfic  of  the  Socteuey. 

N  W  Washington,  D.C.  20580 

procedmes;  Same  as  above. 

Stone  -  .bov..oo,re.enieo  «kI 

coastkueats 

FTC— « 

9^  Congressional  Inquiry  Files.  Danas  Regi^ 

System  IscaSlim: 

Dallas  Regiooal  Office 
500  S.  Ervay  Street 
Room  452-B 

Dallas,  Texas  75  ,  ^  Constitutents  vMho 

Cstegarlri  al  IndlvldBals  aid  in  resolving 

haveWritten  their  «>ngressio^r^r«i^ve  lor  am 
consumer  problems  and  members  of  Con^s  . 

the  entl  <!>«  FTC-,  .eply  to  the  coo- 

gresskmal  representa^e  _ _ _ pi^  Administrative 

.■^!;yi?,o!7.  Ad.  seetk..  w.);  qsa  ite.01.- 

2SSrSic.l01-U.l(»-J).  Fedena 

**“  •*  ^’V^lSL^SSSEr^mT^  enforcement  or  other  a^ 
dence.  To  detenmne  jr  federal,  state,  or  local 

by  FTC  may  be  warrant^  ^^[S^iate  action  when  matter  corn- 
governmental  K^it^MSTwithin  die  jurisrfication  of  such 

plained 

llja^kh  the  matter  is  referred.  .  . 

raUrtrn  and  practlcm  lor  dating,  lUih  ring,  accssdng, 

.,7£rri.g  of  lacntds  in  the  sylem: 

Smr.,.:  Maintained  generany  « 

B,tt*evMdllty;  Indexed  by  na«  by 

m  th^agency^onnel  whose  re^mnsi- 

Records  are  retained  indefinitely 
Syston  managerfs)  and  address: 

Regional  Director 
Federal  Trade  Commission 
p«n»s  Regkmal  Office 
500  S.  Ervay  Street 
Room  452-B 

Dallas.  Texas  75201  _ . 

**“#!S£l^wliSrArt  Request.  Offk*  of  the  Secretary. 
?3SJ?rS^inSSS.  6th  Street  A  Pennsylvania  Avenue. 
N.W..  Washington,  D.C.  20580 

BMsrd  si^  peecedtss:  Same  as  above. 

C-l-lh.  laemd  penesdnrea:  Same  as  above. 

Individual  on  whom  record  is  mam- 
««iwH  members  of  Congress. 

FTC^ 

«  msm:  Consultant  Files.  Wvi^of  National  Advertismg; 
Bureau  of  Consumer  Protectioo— FTC 


Division  of  National  Advertising 
Fedetal  Tkade  Commission 

StarBuOding 

1101  Pennsylvama  Avenue,  rv.w. 

Wfl^hingtoo,  P-C.^  ^ _ l_  19,  ijBifni'  Consultants  oon- 

fields  inchiding  medical  and 

2?^  ^sSiTterfirfr^ 

vitae,  resume  of  employiiM^.  punneawao 

of  aDDbeation  forms  submitted  to  r  Iv..  _ 

aSiS^  aishil - o<  *»*  W— «  Commis- 

sion  Act  .  .  .  .  caleno- 

of  — «*  snm:  Identification  of  medical 
■“  "*  Who  are  available  on  a  con- 

?^«S5S^sjSr  members  of  Div^  of 

pmkfc.  -ml  p.«tto  lor  starMg,  rdrlevlng,  a««»-lng.  ireminlug, 

of  reoanh  In  the  sytem: 

Siasi«e:  Letter  size  files  in  regulation  cabinet 

Hh.  h,  h^ 

dfepoaol:  Maintained  mdefinhdy  for  future 

reference 

System  iiiiiaigwts)  si 
'  Assistant  Director 
Division  of  National  Advertismg 
Federal  Tkade  Commissioo 
Room  6124 
StarBuilding 

1101  Pennsylvania  Avenue,  w.w. 

Federal  Trade  Commission,  6th  Street  «  rennsyiv»»— 

N  W  Washington,  D.C.  20580 

Be^  aoeem  ptecedme*  Saine  as  above. 

rninrithTt  record  procedures:  Same  as  above. 

B^md^uee.  onegorlm:  Individual  on  whom  record  n  main¬ 
tained. 


FTC— 10 

--  eemr.  Consumer  and  Industry  Correspond^  F^.  ^ 

of  Special  Statutes;  Bureau  of  Consumer  Protectioo  FTC 

System  laenttan: 

Division  (d  Speend  SUt^ 

633  Indiana  Avenue.  N.W. 

cI^S^dThiSAdmd.  «m««^ 

dustry  ConespondenU  . 

C^—im  of  rmaedh  M  the  system:  Coerespondence 

_ _ el  system:  Federal  Tkade  Cominis- 

Act 


Rsntine  uses  sf  recarde 

rim  of  Hsen  amd  the  puep 


!■  the  ^stsut,  indi - - - . 

.  — nmiioBee  al  sneh  uses:  To  respond  to  correspon- 
"dSmmeSSto  my  hw  eitf^cpaaH  <»  oto 
hy  FTC  my  h.  co»- 

Used  by  FTC  employees  and  by  personnel  of  any  agency 
to  sAich  the  matter  is  referred. 


peltries  Slid  practices  lor 
Md  dhposh^  ef  leoardi  hi  11 
Stance:  MainCamed  in  foldeea 

M  I  I  a^i  by  name— usually  corporate  name 

ta  fik  c*i«.  A«*- 
,ri»ose  responsadW^ 

■mmdan  Mi  dhgaari:  Pfr*r^««*«*  WMiafinhelv 
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Sjnica  ■iMinr<t)  aDd  addraK 
Asststant  Director  for  Special  Statutes 
Bureau  of  Consumer  Protection 
633  Indiana  Avenue,  N.W. 

Washincton,  D.C.  20S80 

Nalillcatton  pteosdare:  By  mailing  or  ddivering  a  written  request 
bearir^  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request,  OffiM  of  the  Secrecy, 
Federal  Trade  Commission,  6th  Street  St  Peimsylvania  Avenue, 
N.W.,  Washington,  D.C.  20S80 

Kaoord  access  proocdarca:  Same  as  above. 

Coaacstiag  recocd  pceccdurcs:  Same  as  above. 

Raoard  sonrcc  categories;  Individual 
FTC— 11 

Syateas  name:  Consumer  Comidaint  Files,  Atlanta  Regional  Of¬ 
fice— FTC 

SyaSeas  IscaHen; 

Atlanta  Regional  Office 

730  Peachtree  Street,  N.E.,  Room  800 

Atlanta,  Georgia  30308 

Categories  of  hMHvidaals  covered  by  the  qrateas:  Members  of  the 
general  public. 

Categorici  of  records  hi  the  syrieas:  Consists  of  letters  from  in¬ 
dividuals  filing  complaints  as  to  unsatisfactory  commercial  transac¬ 
tions  and  practices  various  firms,  businesses  and  individuals. 
System  also  includes  a  complaint  log  identifyii^  individual  complai¬ 
nants  and  a  card  file  naming  individual  comidainants. 

Authority  for  mahitenaace  of  the  syateas:  Federal  Trade  Conunis- 
sion  Act. 

Roatiae  uses  of  records  maiatahMd  fas  the  syatna,  hii  latltag  catego¬ 
ries  of  Bsers  and  the  purposes  of  such  uses:  To  respond  to  corresp^ 
dence.  To  determine  whether  any  law  enforcement  or  other  action 
by  FTC  may  be  warranted.  Referral  to  other  federal,  state,  or  local 
govenunent^  agencies  for  appropriate  action  when  niatter  com¬ 
plained  of  or  inquhed  about  comes  within  the  jurisdiction  of  such 
agency.  Used  by  FTC  employees  and  by  personnel  of  any  agency 
to  which  the  matter  is  referred. 

PoUcica  aad  praedea  far  itortag,  retrirviag,  aoceashig,  retaWag, 
and  diipaahig  of  records  in  the  sytem: 

Storage;  Maintained  in  letter  size  ffle  folders  and  3  inch  by  S  inch 
index  cards 

RotrievaMUty:  Filed  alphabetically  by  name 

•jafrgaarde-  Filed  in  metal  ffle  cabinet.  Office  locked  when  imat- 
tended.  Access  restricted  to  those  agency  personnel  whose  respon- 
sibflities  require  access. 

Rriaudaa  and  dhpoaal;  Retained  for  a  minimum  ot  one  year  and 
destroyed  by  delivering  to  and  placing  the  material  in  local  govern¬ 
ment  operat^  incinerator 

Systoa  aiaaagrrfs)  aad  addreas: 

Regional  Director 
Atlanta  Regional  Office 
730  Peachtree  Street,  N.E.,  Room  800 
Atlanta,  Georgia  30306 

procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  foHows:  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Commission,  6th  Street  St  Pennsylvania  Avenue, 
N.W.,  Washington,  D.C.  20580 

Record  aecesa  praoethues:  Same  as  above. 

CoateatMg  raoard  proceduraa:  Same  as  above. 

Record  source  ralegarier  Ftam  individual  mendiers  of  the  puMic 
and  occasionally  from  other  federal  agencies. 

FTC— 12 

Tjriim  name:  Consumer  Complaint  Filest  Cleveland  R^ional  Of¬ 
fice— FTC 

SyviMi  tocBlIms 
Clevriand  Regional  Office 
1339  A.  J.  Celebrezze  Federal  Office  Building 
'  1240  Fast  9th  Streri 
Clevehiid,  (Mo  44199 

Calagoslas  of  Indhrlduals  covered  hy  the  syalMi:  Individual  con¬ 
sumers  who  filed  a  complainL 


Categories  of  records  hi  the  quiena:  Coatama  name  of  complai-. 
nant,  nature  of  complaint,  ideiRifies  respondent  and  product. 

Authority  lor  mrisslcaanoe  of  the  syatena:  Federal  Trade  Commis¬ 
sion  Act 

Routine  uses  of  records  mshstaiaed  hi  the  syatssis,  hacluilng  calcga- 
iles  of  users  and  the  purposes  of  such  uses:  To  respond  to  conesp^ 
dence.  To  driermine  whether  any  law  enforcement  or  other  aetkm 
by  FTC  may  be  warranted.  Referral  to  other  federal,  state,  or  local 
governmental  agencies  for  appropriate  action  when  matter  com- 
idained  of  or  inquired  about  comes  within  the  jurisdiction  of  such 
agency.  Used  by  FTC  ennployees  and  by  personnel  of  any  agency 
to  which  the  matter  is  referred. 

Policies  asul  praetka  lor  stisrtag,  rstilcvMg,  aoccaring*  retahihig, 
and  iHapoaing  of  records  in  the  sytens- 
Storage;  9  inch  by  12  inch  file  folders 

Retrievahlllty:  Filed  by  name  oS  complainant  aeid  name  of  respon¬ 
dent 

Filed  in  steel  fSe  drawers.  Access  restricted  to  those 
agency  personnel  whose  responsibdities  require  access. 

ReteutiuH  asul  disposal;  Retamed  for  one  year,  disposed  by  in¬ 
cinerator 

System  numager(s)  and  address: 

Regional  Director 

Cleveland  Reaionid  Office 

1339  A.  J.  Celebrezze  Federal  Office  Buildii« 

Clevdand,  Ohio  44199 

NodScadon  procedure;  By  mailing  or  driivciing  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request,  Office  of  the  Seerriary, 
Federal  Trade  Commission,  6th  Street  St  Pennsylvania  Avenue, 
N.W.,  Washington,  D.C.  20580 
Record  access  prooedares:  Same  as  above. 

Conleathig  record  procedures;  Same  as  idmve. 

Record  source  categories:  Individuals  who  file  cocnplamts. 

FTC— 13 

System  mane-  Consumer  Complaint  FBes.  Division  of  Marketing 
Practices;  Bureau  at  Consimier  lYotecdon — PTC 
System  Incadsu- 

Division  o(  Marketing  Pactices 
Bureau  of  Consumer  Protection 
Federal  Trade  Commission 
WasUngton.  D.C.  20580 

Categories  ef  iatliviihiale  oovciud  hy  the  syatem:  Imfividuals  fBing 
complaints  or  recpiesting  infarmatioa 
Calegaries  of  records  in  the  tyMmc  Name;  address;  transaction 
history  with  persons,  partnerships  or  corporations 

Authority  lor  amluteuaucc  of  the  qulesu:  Section  5  of  the  Federal 
Trade  Commission  Act 

Roudac  UKS  of  reoords  aminlaMed  M  the  eyrirm,  hacladhag  eutega- 
rfee  of  aaers  aad  the  pm'pueM  of  sneh  aam:  To  respond  to  oorrespon- 
dence.  To  determine  whether  any  law  enforcement  or  other  action 
by  FTC  may  be  warranted.  Referral  to  other  federal,  state,  or  local 
govenunent^  agencies  for  appropriate  action  when  matter  com- 
idained  of  or  inquired  about  comes  within  the  jurisdiction  of  such 
agency.  Used  by  FTC  entployees  and  by  peraonnel  of  any  agency 
to  which  the  matter  is  referred. 

ITMKMI  WKm  praCOOeS  lOr  MVMp,  nmCTHpg  •OOMBHpg  ROBMlpa 
and  dtaporiag  of  reoorda  in  the  sytem: 

Storage:  Varied  size  documents 

Retrievaliilitj ;  Name,  company  mvolved,  or  alleged  practice 
Safeguards:  FRing  cabinets  in- secure  buildingi.  Aooem  restricted 
to  those  agency  persoimd  whose  responsibflities  require  access 
Riteurtnn  and  dhpoaul:  Records  msiutainrfl  until  eaforcement  ac¬ 
tion  is  final  and  then  removed  to  General  Service  Adnuoistration 
for  permanent  storage 
System  managar(s)  and  addriaa: 

Assistant  Director  for  Marketing  l^actioes 
Bureau  of  Consumer  Proteetkm 
Federal  Trade  Commissino 
WaslHi«ton,  D.e  20580 

NiittWrurtan  procadara;  By  mailing  or  rinlrTring  a  written  reqneat 
bearing  the  individual’s  name,  return  addhem.  and  signatare,  ad- 
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dressed  as  follows:  Privacy  Act  Request.  Office  of  the  Secretary, 
Fedend  Trade  Commission,  6th  Street  A  Pennsylvania  Avenue, 
N.W.,  Washington,  D.C.  20S80 
Rceord  aeoca  proesdares:  Same  as  above 
CoaSesthig  recard  procedures;  Same  as  above 
Record  source  categorlei:  Consumer;  federal,  state  or  local  en¬ 
forcement  agencies;  private  organizations  (e.g..  Better  Business  Bu¬ 
reaus,  consumer  hot  lines)  that  receive  consumer  complaint  letters 

PTC— 14 

System  name:  Consumer  Complaint  FQes,  Lxm  Angdes  Regional  Of¬ 
fice—  FTC 
System  locatioB: 

Federal  Trade  Conunission 

11000  Wilshire  Boulevard,  Room  13209 

Los  Angeles,  CaUfomia  90024 

Categories  of  indivldaals  covered  by  the  system:  Consumer  com- 
daint  letters  and  forms  relating  to  companies,  practices,  individuals 
in  the  Los  Angeles  Office  area. 

Cdcgorles  of  records  in  the  system:  Contains  information  about 
the  practices,  activities,  policies  of  organizations  or  individuds  sub¬ 
mitted  by  various  complainants. 

Aathorl^  for  maintenaDoe  of  the  system:  Federal  Trade  Commis- 
ston  Act 

Roadae  uses  of  records  maintained  In  the  qatem,  includfaig  catego¬ 
ries  of  users  aad  the  pm’poses  of  such  uses:  To  respond  to  corespon- 
detKe.  To  determine  whether  any  law  enforcement  or  other  action 
by  FTC  may  be  warranted.  Referral  to  other  federal,  state,  or  local 
govertunenUd  agencies  for  appropriate  action  when  matter  mro- 
plained  of  or  inquired  about  comes  within  the  jurisdiction  of  such 
agetKy.  Used  by  FFC  employees  and  by  personnel  of  any  agerKy 
to  vdiich  the  matter  is  referred. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dfeposing  of  records  in  the  sytem: 

Storage:  File  folders 

Rctrievabllity:  Indexed  in  log  book  by  name  of  conq>lainant. 
Safeguards:  Stored  in  ffle  cabinets.  Access  restricted  to  those 
agency  personnel  whose  responsibilities  require  access. 

Retcatioa  and  disposal:  Retained  for  one  year,  then  disposed  oi  in 
wastepaper  basket 
System  managcr(s)  and  address: 

Assistant  Regional  Director 
Federal  Trade  Commission 
11000  Wilshire  Boulevard,  Room  13209 
Los  Angeles,  California  90024. 

NotificatkHi  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  arKl  signature,  ad¬ 
dressed  as  f<^ws;  Privacy  Act  Request.  Office  of  the  Secretary, 
Federal  Trade  Cotrunission,  6th  Street  &  Permsylvania  Avenue, 
N.W..  Washington.  D.C.  20580 
Record  access  procedures;  Same  as  above 
Contesting  record  procedures:  Same  as  above 
Record  source  categories;  Consumers  atK)  business  complainants. 

PTC— 15 

System  aanw:  Consumer  Conq>laint  Rles,  New  Orleans  Regional 
Office—  FTC 
System  locadoa: 

New  OrlearM  Regional  Office 
Federal  Trade  Coitunission 
333  St  Charles  Street 
1000  Masonic  Temple  Building 
New  Orlearu,  Louisiana  70130 
Categorhs  of  hidhrlduals  covered  by  the  systesn:  Complainant 
Categories  of  records  in  ttw  system:  Contains  tuune  and  address  oi 
complainant,  nature  of  complaint,  name  of  party  complained  about 
Anthority  for  ambslenanoc  of  the  system:  Federal  Trade  Cotrutus- 
sioo  Act 

Routine  uses  of  records  mahhained  in  the  systcin,  including  catego- 
rtas  of  users  aad  the  purposes  of  such  uses:  To  re^mnd  to  correspon¬ 
dence.  To  determine  whether  any  law  enforcement  or  other  action 
by  FTC  my  be  warranted.  Referral  to  other  federal,  state,  or  local 
governmental  agerreies  for  appropriate  action  when  ooatter  com¬ 
plained  of  or  inquired  about  comes  within  the  juriadictioo  oi  such 


agency.  Used  by  FTC  etnfdoyees  and  by  persormel  of  any  agency 
to  adheh  the  nmttrr  is.  referred. 

PuHcies  and  practices  for  stnrjng,  retrievfag,  aoocasing,  retaining, 
said  diapoahv  «  reoardS  in  the  syScsn: 

Storage:  Maintained  on  sheets  submitted  by  conqdaint 
RetrievabiBty:  Indexed  by  narrte  of  party  corrqdained  about 
Safeguards;  Maintained  in  file  cabinet  containing  a  lock.  Access 
restrict^  to  those  agency  persormel  whose  responsibilities  require 
access. 

Retention  aricf’dloposal:  Records  maintained  until  referred  to 
atK>ther  agency.  Records  kept  for  1  year  if  rtot  referred  and  then 
destroyed.  ' 

Syatam  numager(s)  and  address:  Director,  New'Orleans  Regional 
Office. 

Notification  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  inidividual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows;  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Conunission,  6th  Street  &  Permsylvania  Avenue. 
N.W.,  Washington.  D.C.  20580 
Record  aciccas  procedures:  Same  as  above. 

Contenting  record  procedures:  Same  as  above. 

Record  source  categories:  Complaining  party. 

PTC— 16 

System  name:  Consumer  Conq>lamt  Letters.  Seattle  Regional  Of¬ 
fice— FTC 

System  location:  Seattle  Regional  Office,  Federal  Trade  Commis¬ 
sion,  2840  Federal  Building,  915  Second  Avenue,  Seattle,  Washing¬ 
ton  98174 

Categories  of  faidivlduals  covered  by  the  system:  Those  persons 
who  direct  a  cemsumer  conqjlaint  m  request  for  assistance  or  infor¬ 
mation  to  the  Seattle  Regicmal  Office,  FTC,  or  those  forwarding  a 
conq>laint  from  a  consumer  such  as  a  member  of  the  media  or 
another  federal,  state  or  local  agency. 

Categories  of  records  in  the  system:  The  luiture  of  the  consumer’s 
complaint,  the  name  and  locatum  oi  the  party  complained  of,  and 
the  supporting  documents  where  provided. 

Authority  for  maintfnanfv  of  the  system:  Federal  Trade  Cottunis- 
sion  Act;  FTC  Operating  Manual  provides  for  processing  of  con¬ 
sumer  comfdaints. 

Routine  uses  of  records  maintained  far  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  respond  to  correspon¬ 
dence.  To  determine  whether  any  law  enforcement  or  ot^r  action 
by  FTC  may  be  warranted.  Referral  to  other  federal,  state,  or  local 
govenunenUd  agencies  for  appropriate  action  when  matter  com¬ 
plained  of  or  inquired  about  comes  within  the  jurisdiction  of  such 
agency.  Used  by  FTC  etrq>loyees  and  by  personnel  of  any  agetKy 
to  which  the  matter  is  referred. 

Polidcs  and  practices  for  storbag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage;  Maintained  alphabetically  in  file  cabinet  • 

Retrievability:  Alphabetical  by  name 

Safeguards;  Files  are  maintained  in  folders  in  a  file  cabiiwt; 
responsibility  of  ffle  clerk.  Access  restricted  to  those  ageiKy  per- 
soiuiel  whose  responsibUities  require  access. 

Retention  and  disposal:  Held  two  years  and  then  destroyed 
System  amnagerfs)  and  addrem:  Regional  Director,  Seattle  Re¬ 
gion  Office,  2840  Federal  Building,  915  Second  Avenue,  Seattle, 
Washington  98174. 

NotMcalioa  procedure;  By  maflii^  or  delivering  a  written  request 
bearing  the  mdividual’s  naiiK,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Priv^  Act  Request,  Office  of  the  Secretary, 
Federal  Ttade  Commission.  6th  Street  &  Pennsylvania  Avenue, 
N.W.,  Washington.  D.C.  20580 
Record  access  procedures;  Same  as  above. 

Conteathig  record  procedures:  Same  as  above. 

Record  source  categorjes;  Those  consumers  who  have  submitted  a 
complaint  or  a  request  for  assistaiKe  or  infocmation. 

FTC— 17 

System  mane:  Consumer  Mailing  List,  Los  Ai^es  R«ional  Of¬ 
fice— FTC 
System  location; 

Federal  Trade  Commission  * 

11000  ^A^lshire  Boulevard.  Room  13209 
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Lot  Antelet,  Califonita  90024 

Calctarin  al  iwttvfciwdi  cvvarad  by  tiK  qnicm:  Madin^  addresses 

of  r^^"”*"***'  ocgaaizatioiis,  legal  finm,  private  indhwluab  and 
other*  who  have  requested  Lo*  Angeles  Regkmal  Office  pubhca- 
tioas. 

Calagoriss  at  reowds  In  the  qrataK  Name  and  mailing  address  of 
recipients  oi  Los  Angeles  Regionri  Office  pubhcatioiis. 

ilnihasitj  far  anArienasce  at  the  ajratcne:  Federal  Iriale  Comnaa- 
sion  Act. 

the  gwpoaas  of  ench  aaeBT^Ua^  to^m^f.os  An- 
gdes  Rtynnal  Office  publications  to  listed  names.  Used  by  Re* 
gional  Office  personnel. 

PelkieB  ani  practloeB  for  atartag,  retrlevhig,  arruMig,  rriehiiag, 
ani  dfapaaing  at  racerih  he  the  sjiScnu 

Storage:  Lexhpon  Tape 
Rttihiahilityt  By  name 

SM^paeda:  Lexitroo  Tape  file.  Access  restricted  to  those  agency 
personnel  whose  responsibOities  require  access. 

Relentlan  and  dfapoaal:  By  tape  erasure  when  consumer  no  longer 
desires  puUkations. 

Syateas  nunager(s)  and  adiheaa;  . 

Assistant  Director 

Los  Angeles  Regional  Office 

Federal  Trade  Commission 

11000  Wilshire  Boulevard,  Room  13209 

Los  Angeles.  Cahfomia  90024 

riatlfli  alliin  proecdnrc:  By  ™»il«ng  or  delivering  a  written  request 
tyjiri^e  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Conunission,  6lh  Street  A  Pemuylvania  Avenue, 
N.W.,  Washington,  D.C.  20380. 

Reeaad  access  pcecednies:  Same  as  above. 

Contesting  rooard  proeednres:  Same  as  above. 

Ikeeacd  aonroe  categories:  Individuals  on  whom  the  record  is 
maintained. 

rre— 18 

System  nmne:  Consumer  Redress  Lists,  Compliance  Division;  Bu¬ 
reau  oi  Consumer  Protection — FTC 
System  laention: 

Compliance  Division 

Bureau  cf  Consumer  Protection  ^ 

Federal  Trade  Commission 
1726  M  Street,  Suite  1100 
Washington,  D.C.  20036 

Categaries  at  ladivhhuds  covered  by  the  system:  Consumers  enti¬ 
tled  to  redress  pursuant  to  Commission  or  court  order. 

Categorim  at  racorda  la  the  syriam:  Name,  address,  and  other  in- 
formation  pertinent  to  identifyii^  consumers  qualifying  ior  con¬ 
sumer  redress  in  ^ledfic  proceedings. 

Aatharity  far  mainteaanoe  of  the  system:  Federal  Trade  Commis¬ 
sion  Act. 

rieMDfBmnMBBd  titepivpases  of  amh  ases:*^1?'iden^  consumers 
qualifying  for  consumer  redress  pursuant  to  Commission  or  court 
order.  Used  by  Compliance  Division  personnel,  other  FTC  person¬ 
nel,  and  personnel  of  other  federal  agencies  participatmg  in 
proceedings  involving  consumer  redress. 

PaHdes  aari  practica  far  staring,  ratrievhig.  ir  riAig,  ralaWng, 
and  dhpari^  af  records  la  the  sytam- 
Staragr:  Manita  file  folders 
netihvaMMty:  Indexed  by  name 

'Triigamih  Access  restricted  to  those  agency  personnel  whose 
reaponsibibties  require  access. 

Retmtiaa  md  dhpoaal:  Records  maintained  until  consumer 
redress  is  completed,  then  disposal 
System  managarfa)  and  address: 

Assistant  Director  for  Compliance 
Division  of  Compliance 
Bureau  of  Consumer  Protection 
Federal  Trade  Conunission 
1726  li  Street.  Suite  1100 
Washington,  D.C.  20036 


NitWcalim  pancedaae:  By  mailing  or  dehveriag  a  wiMen  request 
bearhv  ibc  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  foBows;  Privacy  Act  Request.  Office  of  dm  Secretary, 
Federri  IVade  Conunissioti.  6th  Street  A  Pennsylvaam  Avenue. 
N.W.,  WhBlm«ton.  DiC.  20380.  In  order  for  personal  usformntion  in 
tlim  system  to  be  retrieved,  a  request  must  specify  the  name  of  the 
firm  or  proceeding. 

Raoard  aoocm  praoedara:  Same  as  above. 

Coageathig  record  psecednres:  Same  m  rixive. 
itecaad  aamree  catagarias:  Affected  consumers  and  other  meaabers 
ot  dm  public;  persons,  partnerships,  or  oorporatiana  aubfect  to  con¬ 
sumer  redress  orders. 

ITC— 19^ 

System  amne:  Cotrespondence  MMi  Compliance  Division,  ftucau 
of  Consumer  Protection,  Concerning  Ihrties  Subject  to  Com- 
missioa  Orders — FTC 
System  lecnden* 

Compliance  Diviskm 
Bureau  of  Consumer  IVotectian 
Federal  Tiade  Conunssion 
1726  M  Street.  N.W..  Suite  1100 
Washington,  D.C.  20036 

Categoaha  af  hulvtdaals  covaaed  hy  the  lyatna-  Persona  cor- 
respondiiw  with  Compliance  Division  concerning  patties  subject  to 
Commission  aiders 

Categories  afrecoeds  In  dm  ayatenai  Coetespondence 
Aatharity  for  mafntenanoe  af  dm  qtalam:  Federal  Trade  Conunis¬ 
sion  Act 

rhe  at  moan  md  dm  pmpeaes  of  nach  anas:  To  respond  to  ccarespon- 
deace.  To  determine  whether  any  further  law  enforcement  or  other 
action  by  FTC  may  be  warranted.  Referrri  to  other  federaL  state, 
or  local  governmental  agendas  for  appropeinte  actkui  when  matter 
complained  of  or  inquired  about  comes  within  the  jurisdiction  of 
such  agency.  Used  ^  FTC  employees  and  by  personnel  of  any 
agency  to  which  the  matter  is  ref etr^ 

Puddes  and  pmedoas  far  alaahig,  ratrievhig,  aooeaahig.  rriahdng, 
and  dhpoalag  at  raooeds  in  the  qrfaan: 

Slersgr:  Manila  file  folders 

RetrievahiUty:  Indexed  by  name  oi  correspondent  widun  ffie  of 
eadi  compliance  matter. 

Safcgnards:  Access  restricted  to  those  agency  peraonnel  whose 
responsSulities  require  access. 

hsientton  and  dfapoaal:  Records  maintamwl  until  dvfl  penalty  ac¬ 
tion  or  other  proceedii^  terminated,  then  shipped  lo  Legal  and 
Public  Recetda  Diviskm  of  FTC 
Syalcm  amnageafs)  and  ndefaem: 

Assistant  Director  of  Comphaace 
(address  same  as  System  Location) 
rititdlratlnn  peacedms:  By  maBing  or  delivering  a  written  request 
beaiuw  the  individual’s  nanm,  retuni  addhess.  and  signature,  ad¬ 
dressed  as  foBows:  Privacy  Act  Request.  Office  of  dm  Seerriary. 
Federal  IVade  Conunisaion.  6th  Straet  A  Fennsylvaam  Avenue, 
N.W..  Washington,  D.C.  20380.  In  order  for  prrmnsl  mformriioa  in 
tins  system  to  be  obtained,  a  request  must  specify  dm  nanm  of  the 
firm  or  proceeding. 

Recerd  neema  precedmnea:  Same  as  above. 

Conaeadng  record  prucedarea:  Same  as  above. 

Record  aomee  categories:  Indtvkhials  conespoiKhng  with  Com¬ 
pliance  Diviakm. 

PTC— 28 

Sjyatem  aanae:  Correspondence  With  Members  of  Congress  aeid 
Agency  Officials — FTC 

Systeas  location: 

Dhrisian  of  Legal  and  Riblic  Records 
Office  of  dm  Secretain' 

Federal  Tiade  Commiasino 
6th  A  Pennaytvaaia  Avenue,  N.W. 

Washingtoo,  D.C.  20380 

CaSegorka  af  fadMdnnfa  eavorad  hy  the  ayilanK  Congpesamen  and 

fiffirAJo  of  executive  and  independeal  rrpilatnry  agencies. 
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CNtgorift  ol  rcoonb  in  the  tyUem:  Correspondence  concerning 
FTC  matters  and  inquiries  directiK)  to  the  FTC;  internal  memoranda 
expiessing  recommendations. 

Anthmltl  lor  maintenance  of  the  syitcm:  Federal  Ttade  Commis¬ 
sion  Act;  ^ecutive  Order  No.  104S0  dated  8-S-S4 
Bmirtne  uses  of  records  maintained  In  the  system,  Inchiding  catego¬ 
ries  of  asers  and  the  porposes  of  such  uses:  To  respond  to  correspm- 
dence.  To  determine  wither  any  law  enforcement  or  other  action 
by  FTC  may  be  warranted.  Referral  to  oth^  federal,  state,  or  local 
governmental  agencies  for  appropriate  action  when  matter  com¬ 
plained  of  or  inquired  about  comes  within  the  jurisdiction  of  such 
agency.  Used  by  FTC  employees  and  by  personnel  of  any  agency 
to  which  the  matter  is  referred. 

Policies  and  practlocs  for  staring,  retrieving,  accessiag,  rrtafaifaig, 
and  disposing  of  records  In  the  sytem: 

Slaragr:  Maintained  in  standard  letter  size  file  cabinets,  in 
Record  Center  Storage  Containers,  cm  microfilm  or  microfiche. 

Rstrlevabllity:  Indexed  by  subject  matter,  and  in  some  instances 
by  indhridual’t  name. 

Safeguards:  Unlocked  file  cabinets  and  normal  building  security, 
record  center  storage  and  securi^.  Access  restricted  to  those  agen¬ 
cy  personnel  whose  responsibilities  require  access. 

ReteuHou  and  dlspasal:  Destroyed  after  five  years,  historical 
records  transferred  to  Natioital  Archives. 

System  sumagerfs)  and  address: 

Secretary,  Federal  Trade  Commission 
(address  same  as  System  Lx>cation) 

Notlllcaeion  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  iddividual’s  name,  return  address,  and  signature,  ad- 
drmsed  as  follows:  Privacy  Act  Request,  Office  ot  the  Secretary, 
Federal  Trade  Commission,  6th  Street  A  Pennsylvania  Avemie, 
N.W.,  Washington,  D.C.  20S80. 

Record  access  procedures:  Same  as  above. 

Contesthig  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  maiit- 
tamed. 

FTC— 21 

System  uanse:  Counseling  Records — FTC 
System  locatloa: 

Division  of  Persoimd 
Federal  Trade  Commission 
Washington,  D.C.  20S80 

Categories  of  Individuals  covered  by  the  qratans:  (Orrent  em- 
(doyees  of  the  Federal  Trade  Commission 
Categories  of  records  la  the  system: 

a.  Upward  Mobility:  Individual  Development  Flan  and 
counseling  notes. 

b.  Professional  Training:  Individual  Development  Flan 
and  counseling  notes. 

c.  Executive  ^velopment:  Individual  Development  Flan 
and  counsehng  notes. 

d.  Emidoyee  Rdations:  Counseling  notes, 
unofficial  memoranda  ^>out  or  ^ven  to  employee 
concerning  proUenifs)  which  arise. 

e.  Dcdd  Letters:  Lettm  from  creditors  about  debts 
owed  by  current  employees  and  copies  of  employee 
responses. 

Aathorky  lor  audnlaMncc  of  the  system:  5  U.S.C.  Chapter  41;  Ex¬ 
ecutive  Oi^r  11348;  EEO  Act  1972;  Executive  Order  11478;  Title  S 
U.S.C.  735.2(r7;  Executive  Order  9830;  S  U.S.C.  Sec.  230.101; 
Federal  Personnd  Manual  Chapter  250.  ^ 

Rontinf  uses  el  rsoords  maintained  In  the  lystem,  Inrlnilhig  catego¬ 
ries  of  ueers  and  the  purpssm  of  snch  uses:  Upward  Mobility, 
Professional  Training  and  Executive  Devdopmeid— Used  by  pro¬ 
gram  director  or  othm  udwse  official  duties  require  such  informa- 
tion  to  provide  a  record  of  employee  goals  objectives  and 
classes  needed  to  obtain  those  objectives  and  to  mamtain  a  record 
(d  courses  taken. 

Emidoyee  Relatioas  and  D^ — Used  by  Emidoyee  Relation  Spe- 
ciahat  or  others  whose  official  duties  require  such  mformation.  In- 
formatioa  provides  a  record  of  oounseh^  provided  and  resolution 
of  problem(s).  If  problem  results  in  a  disc^>linary  action,  informa¬ 
tion  in  fSe  may  become  part  ot  an  official  record. 

PeHdm  and  pmctlem  far  sSashig,  lutilavMg,  aceesdtag,  fsanhihig, 
and  dhposhig  af  rucaeth  to  the  wfttm: 


Storage:  Records  are  maintained  in.manila  folders. 

Retrlevaliillty:  Records  are  indexed  by  name. 

Safeguards:  Records  are  stored  in  lockaUe  metal  filing  cabinets. 
Access  to  and  use  of  these  records  are  limited  to  those  persons 
whose  official  duties  require  such  access. 

Rctentkm  and  disposal:  Destroyed  upon  completion  of  the  pro¬ 
gram  (Upward  Mobility,  Professional  and  Executive  Development 
Programs)  or  upon  employee’s  separation  from  the  agency 
(Enqjloyee  Relations  and  D^  Counseling). 

System  manager(s)  and  address: 

Director  of  Personnel 
Federal  Trade  Commission 
Washington,  D.C.  20S80 

Notification  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Commission,  6th  Street  A  Peruisylvania  Avenue, 
N.W.,  Washington,  D.C.  20580 

Record  aoocm  procedures:  Same  as  above. 

Contesting  record  procedinas:  Same  as  above. 

Record  source  categories:  Individual  to  wheun  records  pertain,  su¬ 
pervisor,  program  manager,  counselor. 

PTC— 22 

System  aasne:  Discqrfinary  Action  Investigatory  F3es — FTC 

System  location: 

Division  of  Legal  and  Public  Records 
Office  of  the  Secretary 
Federal  Trade  Ckmunission 
6th  A  Peimsylvania  Avenue,  N.W. 

Washington,  D.C.  20S80 

Categories  of  Individuals  covered  by  the  systens:  FTC  personnel, 
counsd  for  parties  under  investigatory  or  adjudicatory  proceedings, 
and  others  participating  in  FTC  matters,  subject  to  investigation  for 
possible  improper  or  unethical  conduct 

Categories  of  reconh  la  the  system:  Nairre,  address,  current  em¬ 
ployment  status,  subject  matter  of  investigation. 

Authority  for  matatmanre  of  the  system:  Federal  Trade  Commis¬ 
sion  Act  (IS  U.S.C.  41)  dated  9-26-14;  Executive  Order  No.  104S0 
dated  8-S-S4. 

Routlae  non  of  records  maiutslai  tl  far  the  system.  Including  catego¬ 
ries  of  users  and  the  piupoocs  of  such  uses:  Determination  of 
>»iiether  disciplinary  action,'  including  suspension  or  dbbarment 
from  practice  before  Commission,  is  warranted;  could  include 
transfer  of  information  to  C!iv0  Service  Commission,  to  a  court,  or 
to  a  Bar  Association.  Used  by  agency  persormel  assigned  to  in¬ 
vestigate  and  handle  matter  a^  by  personnel  of  other  agencies, 
court,  or  Bar  Association  to  whom  matter  is  referred. 

FoHdes  and  pracfica  lor  storing,  retrievhig,  accessing,  retaining, 
and  dhposhig  of  records  hi  the  sylem: 

Storage:  Maintained  in  standard  letter  size  file  cabinets,  in 
Record  Center  Storage  Ckmtainers,  on  microfilm  or  microfiche. 

Rctilcvahilily:  Indexed  by  individual  name,  company  name,  in¬ 
dustry  investigation  tide,  file  or  docket  number. 

Safcgiierds-  Unlocked  file  cabinets  with  normal  building  security, 
record  center  storage  and  security.  Access  restricted  to  those  agen¬ 
cy  personnel  whose  reqxmsibilities  require  access. 

Rrtrutlnn  and  dlspoaol:  Closed  investigatory  matters  retained  five 
years  and  then  history  portion  transferred  to  National  Archives; 
remainder  destroyed  by  shredding  or  burning.  Docketed  records 
retained  five  years  and  then  transferred  to  NadonM  Archives. 

System  amnagerls)  and  odihvss:  Secret^,  Federal  Trade  Com¬ 
mission  (same  address  as  in  System  Location) 

Notificaliaa  procedure;  Records  in  this  system  are  generally  ex¬ 
empt  fiom  mandate^  disclosure  under  5  U.S.C.  Sec.  552a(kX2). 
However,  some  individiial  records  may  be  disclosable,  and  access 
to  them  may  be  requested  by  mailing  or  delivaing  a  written  request 
bearing  the  indivkhial’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  fallows:  Pliv^  Act  Recgiest,  Office  of  the  Secretary, 
Federal  Ttade  Commissioa,  6th  Street  A  Pennsylvania  Avenue, 
N.W.,  Washir^ton,  D.C.  28580. 

Record  access  prooedurcs:  Same  as  above. 

CoaSasthig  record  proesdarsei  Same  as  above. 
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Record  aonree  categorta*:  Individual  on  whom  the  record  b  main¬ 
tained,  complainanb,  inftxmanb,  witneasea,  and  Commiaaian  per- 
aonnel  having  kno>itdedge  or  providing  analyab  of  matter. 

FTC— 23 

Syatem  name:  Financial  Management  Syatem — FTC 

Syatam  locatka: 

Division  of  Budget  and  Finance 
Federal  Trade  Commission 
6th  &  Pennsylvanb  Avenue,  N.W. 

Washington,  D.C.  20580  •  ■ 

Categottea  of  indhiduab  covered  by  the  ayatem:  FTC  personnel 
who  travel  or  otherwise  might  be  involved  in  reimbursement  of  ex¬ 
penses  situations. 

Categories  of  records  in  the  ayatem:  Contams  name  and  employee 
number  of  person  invtdved  in  travel  or  otherwise  reimbursed  for 
expenses  conducted  in  performance  of  official  duties  of  FTC  In¬ 
formation  relating  to  travel  expenses. 

Antbority  lor  maintenance  of  the  system:  Standard  Government 
Travel  Relations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  at  such  uses:  Identification  and 
retrieval  for  use  in  financial  reports  of  FTC.  Recording  information 
rebting  to  expenses  incurred  by  FTC  personnel  in  performance  of 
official  duties. 

Policies  ahd  practices  lor  staring,  retrieving,  accessiag,  retMalag, 
and  Hfctpmdng  of  records  ia  the  sytem:  Used  by  personnel  of  Divi¬ 
sion  of  Budget  and  Fiiumce. 

Storage:  Computer  hardcopy  Ibting;  computerized  taped  vendor 
fOe. 

Rctrievabllity:  Indexed  by  name  and  employee  number. 

Safeguards:  Records  are  maintained  in  division  files  and  com¬ 
puter  file;  access  limited  to  Budget  and  Finance  personnel 

Retention  and  disposal:  Retained  per  GSA  retention  schedules, 
generally  3  years;  then  destroyed. 

System  managerfs)  and  address:  Chief,  Division  of  Budget  and 
Finance  (same  address  as  System  Location) 

Notification  procedure:  By  mailing  or  delivering  a  written  request* 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  C!<Mnmbsion,  6tti  Street  &  Pennsylvanb  Avenue, 
N.W.,  Washington,  D.C.  20580. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  record  b  main¬ 
tained;  personnel  system. 

FTC— 24 

Syatem  name:  Financial  Statements  of  Commissioners-elect — FTC 

System  location: 

Office  of  General  Counsel,  Rm.  568 
Federal  Trade  Commbsion 
Washington,  D.C.  20580 

Categories  of  indhrlduab  cohered  by  the  system:  FTC  Commb- 
skmers-elect. 

Categories  at  records  in  the  syatem:  Rnancial  statements  oi  Com- 
missioners-elect— Ust  of  personal  property,  stocks,  bonds,  indebted¬ 
ness.  etc.  ^ 

Antbority  lor  maintenance  of  the  tyaUm:  Federal  Trade  (Commis¬ 
sion  Act. 

Ronttae  uses  at  records  maintnlnrd  in  the  ayateni,  lnt.lu>lhig  catego¬ 
ries  of  users  and  the  purpooes  at  such  rues:  Reviewed  for  adequacy 
of  disclosure  and  potential  conflict  of  interest  purposes  when  a  new 
Commissioner-elect  requests  assbtance  wdth  hb  fiiwiiKaal  state¬ 
ments.  Used  by  (3enaral  (Counsd  and  staff. 

Policies  and  praettees  for  staring,  retrieving,  aoeesring,  retahdng, 
and  dbpoeiag  of  records  hi  the  qrtem: 

Stonge:  Mamtained  m  a  legal  size  accordion  folder. 

Rctrievabllity:  Indexed  by  name.  ' 

TMfguardi-  Mamtained  m  a  wooden  locked  cabinet  in  GC’s 
Secretary’s  Office.  Access  restricted  to  those  agency  persoimd 
whose  responsibilitbs  require  access. 

Retention  and  tUsposal:  Held  since  1970.  Retention  indefinite. 

System  BMnager(s)  and  address: 


General  Counsel 
Federal  Trade  Ckxranbskm 
Washington.  D.C.  20580 

Notification  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  mdividual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request.  Office  the  Secretary, 
Federal  Triide  Commission,  6th  and  Penns^vanb  Avenue,  N.W., 
Washington,  D.C.  20580 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  b  main¬ 
tained.  0 

FTC— 25 

System  murae:  General  (Torrespondence  Records — FTC 

Syatem  location: 

Federal  Trade  Commbsion 
Room  701 

6th  &  Pennsylvanb  Avenue,  N.W. 

Washington.  D.C.  20580 

Categories  of  faidividuab  covered  by  the  qraSem:  (Consumers,  m- 
dividuals,  puUic  offiebb,  con^pany  ai^  corporation  officers,  attor¬ 
neys,  members  consumer  groups,  student  groups  and  commit¬ 
tees. 

Categories  of  records  ia  the  ayatan:  Letters  ot  conq>lamt.  inqi^, 
comment,  petition,  and/or  communications  concerning  FTC  actions 
and  activities. 

Authority  for  maintenance  of  tte  system:  Federal  Trade  Commis¬ 
sion  Act 

Rmitine  uses  of  records  maintained  b  the  qrstem,  inriudlug  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  respond  to  correspon¬ 
dence.  To  determine  whether  any  bw  enforcement  or  other  action 
by  FTC  may  be  warranted.  Referral  to  other  federal,  stete,  ot  local 
governmenUd  agencies  for  appropriate  action  when  matter  com- 
idained  of  or  inquired  about  comes  whhm  the  jurisdiction  of  such 
agency.  Used  by  FTC  employees  and  by  personnel  ot  any  agency 
to  uduch  the  matter  b  refened 

PoUdes  and  practices  for  storhig,  rrtiirving.  accearing,  rrtsinhig, 
and  diaposing  at  records  b  the  sytem: 

Storage:  Legal-size  standard  file  cabinets;  conaerva  files,  regular 
size,  and  3  inch  by  5  inch  drawers. 

Retrievabllity:  Indexed  by  correspondent’s  name,  subject,  and 
name  of  propebed  respondent 

•Safeguards:  Unlocked  fib  cabinets.  Office  security:  Mue  seal 
locked  doors.  Access  restricted  to  those  agency  personnel  whose 
responsibilities  require  access. 

Retentian  and  dbpoaal:  Copies  of  correspondence  and  indices  by 
correspondent  and  subject  retained  1  year.  Index  of  proposed 
respondent  retairted  2  years. 

System  nuauigcrCs)  and  address:  (Thief,  Cocrespondence  Section, 
Office  of  the  Secretary,  Federal  Trade  (Tomnussion,  Washington, 
D.C.  20580. 

Nofiftration  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  foDows:  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Tade  Commissioa,  6th  A  Peniuylvanb  Avenue,  N.W., 
Washii«ton.  D.C.  20580. 

Record  access  procedures:  Same  as  above. 

ConSnlbg  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  record  b  main¬ 
tained. 

FTC— 26 

System  nasne:  General  Persoimd  Records  (Official  Persannd  Folder 
and  records  related  thereto):  Duplicate  Personnd  fOes  and  Au¬ 
tomated  Records — FTC. 

Syatem  locaHon- 

Automated  Records 
Division  of  Personnd 
Federal  Tade  Commission 
Waahii«ton.  D.C 

Duplicate  Reernds 
Federal  TVade  Commbsion 
6th  A  Pennsylvaiib  Avenue,  N.W. 

Wasfaii«ton.  D.C  20580 
Adanta  Regional  Office 
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730  Peachtree  Street,  N.E. 

Atlanta,  Georgia  30306 
Boaton  Office 

ISO  Causeway  &reet 
Boston,  Massachusetts  02144 
Chicago  Regional  Office 
SS  East  Monroe  Street 
Chicago,  Illinois  60603 
Ckvefauid  R^ional  (Xfice 
1339  Federal  Office  Building 
1240  East  9th  Street 
Cleveland,  Ohio  44199 
Dallas  Regional  Office 
SOO  South  Ervay  Street 
DaBas,  Texas  7S201 
Kansas  City  R^jonal  Office 
2806  Federal  Office  Building 
911  Walnut  Street 
Kansas  City,  Missouri  64106 
Los  Angela  Regional  Ofike 
13209  Federal  Buddiitg 
1 1000  Wilshire  Boulevard 
Los  Angeles,  California  90024 
New  Orleans  Regional  Office 
1000  Masonic  Temple  Building 
333  St  Charles  Str^ 

New  Orleans,  Louisiaira  70130 
New  York  R^ional  Office 
2243-EB  Federal  Building 
26  Federal  Plaza 
New  York,  New  York  10007 
San  Francisco  Regional  Office 
450  Golden  Gate  Avenue 
San  Francisco,  California  94102 
Seattle  Regior^  Office 
28th  Floor  Federal  Buildiiig 
915  Second  Avenue 
Seattle,  Washington  98174 
Washirigton,  D.C.,  Regional  Office 
2120  L  Street,  NW. 

Washington,  D.C.  20037 

Categories  of  individuals  covered  by  the  systesa:  Current  Federal 
Trade  Corrunission  employees. 

Categories  of  records  In  the  system:  This  system  consists  of  a 
variety  of  records  relating  to  persoruiel  actions  and  determinations 
made  about  an  individual  while  errqrfoyed  in  the  Federal  service. 
These  records  contain  information  about  an  individual  relating  to 
birth  date;  Social  Security  Number;  veteran  preference;  tenure; 
handicap;  past  and  present  salaries,  grades,  and  position  titles; 
letter  of  commendation,  reinimand,  charges,  arid  dedskm  on 
charges;  notice  of  reduction-in-fOTce;  locator  files;  personnel  ac¬ 
tions,  including  but  not  limited  to.  appointment,  reassignment, 
demotion,  detafl,  promotion,  transfer,  and  sep^tion;  training; 
minority  group  designator;  records  relating  to  life  insurance,  health 
benefits,  and  designation  of  beneficiary;  perfonnanco  rating;  data 
documenting  the  reasons  for  personnel  actions  or  decisions  made 
about  an  individual;  awards;  and  other  mformaticMi  rdating  to  the 
status  of  the  individual. 

Aethorlty  for  of  the  system:  Title  5  U.S.C.  Sections 

1302,  2951,  4118.  4308,  4506,  and  Executive  Order  10561,  Sep¬ 
tember  13,  1954. 

RouthM  uses  of  reeords  mafartafawd  in  tte  system,  inclmllng  eatego- 
rles  of  users  tmd  the  purposes  of  such  usm:  Information  in  th^ 
records  is  used  or  a  record  may  be  used; 

a.  By  agency  officials  for  purposes  of  review  in  ccMinection  with 
appe^tments,  transfers,  promotions,  reassignments,  adverse  ac¬ 
tions,  discqdinary  actions,  and  determination  of  quahficatkHrs  of  an 
individual. 

b.  By  the  Civil  Service  Commisaion  for  purposes  ctf  making  a 
decision  vdien  a  Federal  employe  or  former 

Federal  employee  is  questioning  the  validity  of  a  specific  dexm- 
ment  in  an  individual’s  record. 

c.  By  the  district  courts  to  render  a  decision  udien  an  agency  has 
refused  to  rdease  to  current  or  former  Federal  etrqdoyees  a  record 
under  the  Freedom  of  Information  Act 

d.  To  provide  information  to  a  prospective  employer  of  a 
Government  employee  or  former  Federid  em{doyee. 

e.  To  provide  data  for  the  automated  Center  Persotmel  Data  FOe 
(CPDF). 


f .  To  provide  data  to  igidate  Federal  Automated  Career  Systmns 
(FACS),  Executive  Inventory  File,  and  Security  investi^tions 
index  on  new  hires,  adverse  actkms,  and  terminations. 

g.  To  provide  statistical  reports  to  Congress,  agencies,  and  die 
puMk  on  characteristics  of  the  Federal  work  force. 

h.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  the  letting  of  a  contract,  or  issuance  of  a  license, 
grant,  or  othCT  benefit  by  the  requesting  agency,  to  the  extent  that 
the  iiiformation  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

i.  To  request  information  from  a  Federal,  state,  or  local  agency 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  i^ormatioa,  such  as  licenses,  if  necessary  to  obtain  rele¬ 
vant  information  or  other  pertinent  information  to  an  agency  deci¬ 
sion  concerning  the  hiring  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  letting  of  a  contract,  or  the  issuance  of 
a  license,  grant,  or  othCT  benefit. 

j.  To  nfer,  where  there  is  an  indication  of  a  violation  or  potential 
vkdation  of  Law,  whether  civil,  criminal,  or  regulatory  in  nature,  to 
the  appropriate  agency,  whether  Federal,  state  or  local,  charged 
with  the  responsibility  of  investigating  ch'  prosecuting  such  violation 
or  charged  with  enforcing  or  inqdementing  the  statute,  or  rule, 
regulation,  or  cnxler  issued  pursuant  thereto. 

k.  As  a  data  source  for  maiiagement  information  for  production 
of  summary  descr^dve  statistics  and  analytical  studies  m  support 
of  the  fimction  f<x  which  the  records  are  collected  and  maintaiiied, 
or  for  related  perstnuiel  management  functions  or  manpower  stu¬ 
dies;  may  also  be  utilized  to  locate  specific  individuals  for  person- 
nd  research  or  other  persoimel  management  functions. 

Policies  and  practlocs  for  storing,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  fat  the  sytem: 

Storage:  Records  are  maintained  in  file  folders,  magnetic  tape, 
and  punched  cards. 

Rctrievaliility:  Records  are  indexed  by  any  combination  of  name, 
birth  date,  So(^  Security  Number,  or  identification  number. 

Safemiards:  Diqilicate  records — Records  are  located  in  lockable 
metal  file  cabinets  or  in  metal  file  cabinets  in  secured  rooms  with 
access  limited  to  those  uhose  official  duties  require  access.  Auto¬ 
mated  files — Restricted  password  to  access  data. 

Retcatfam  and  disposal:  IXiplicate  files — The  Official  Personnel 
Fcdder  (OFF)  is  retained  indefinitely.  The  OFF  b  sent  to  the  Na¬ 
tional  Persminel  Records  Center  within  30  days  of  the  date  of  the 
employee’s  separation  from  the  Federal  service.  Some  records  such 
as  letters  of  reprimand,  ind^Hedness,  aixl  vouchers  are  maintained 
for  two  years  or  destroyed  when  an  individual  resigns,  transfers,  or 
b  separated  from  the  Federal  service.  Automated  files — Files  of  in¬ 
dividuals  are  erased  after  they  leave  the  FTC;  only  statistical  tur¬ 
nover  information  b  retained. 

System  managerCs)  and  adekeas:  Dupheate  file — Regional 
Dirrotor,  Regional  Office  (see  name  and  address  of  regional  office 
listed  in  locsAion  above).  Automated  rectkds — Director  of  Person¬ 
nel,  Division  of  Personnel,  Federal  Trade  Commission,  Washing¬ 
ton.  D.C.  20580. 

NotiBontion  procedure:  By  mailing  <»-  delivering  a  written  request 
bearing  the  iridividual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Tkade  CkMiunission,  6th  Street  &  Pennsylvania  Avenue, 
N.W..  Washington.  D.C.  20580. 

Record  acrriM  procedures:  Same  as  above. 

CoBlestlug  record  procedures:  Same  as  above. 

Record  source  categories:  Information  in  thb  system  of  records 
either  comes  from  the  individual  to  whom  h  applies  or  b  derived 
from  information  he  siqiplied,  except  information  provided  by 
agency  officiab. 

FTC— 27 

System  amiK:  Health  Unit  Records — FTC 

System  locatfam: 

FTC  Headquarters  and  WashingUm  Regional  Emidoyees: 

Healdi  Unit 

Room  101 

6th  and  Pennsylvania  Ave.,  N.W. 

Wadungton,  D.C. 

R^ional  Offices  Enqiloyees: 

Hoilth  Unit,  Regional  (Xfice 

Categories  of  fasdhrlduab  covered  by  the  qfstem:  Current  agency 
employees 
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CalcgoriM  of  recardi  la  the  syaIcBu  Inf onnatioa  rdating  to  an  em- 
ployee’e  participation  in  an  ocoipatknal  health  services  pcosnun. 

Aotharlty  hr  BHintcuBcc  cf  the  syslew  Public  Law  79-658(3 
U.S.C.  7901)  as  further  defined  in  OMB  Circular  A-72  ^ 

Routhe  uses  of  records  asahdafcaed  hi  the  ■yshm,  hwlnrthu  cateso- 
rfas  of  aaers  and  the  purposes  of  andi  nsea:  Medical  counseling  and 
health  services  provided  to  current  employees 
PoHdes  and  praetkes  hr  etnehn,  retrieving,  acceashg,  retahhg, 
and  dhpoelng  of  records  h  the  aytem: 

Storage:  Records  are  maintained  in  manila  folder. 

Retrievability:  Records  are  indexed  by  name. 

SMegMrds:  Records  are  stored  in  lodcable  metal  fihng  cabineto. 
Access  to  and  use  of  these  records  are  limited  to  those  persons 
whose  official  duties  require  such  access. 

Retention  and  dfsposal:  Destroyed  igwo  an  employee’s  separation 
from  the  agency. 

System  managcr(s)  and  adiheas:  Nurse  or  Physician  in  charge  of 
Health  Unit  (address  as  in  System  Location) 

precedare:  By  mailing  or  delivering  a  written  request 
Searing  the  individual  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  (Commission,  6th  Street  A  Pennsylvania  Avenue, 
N.W.,  Washington.  D.C.  20S80 
Rscard  aecam  proesdnms:  Same  as  above. 
rsnliBlIng  record  praesdnres;  Same  as  above. 

Record  source  cahgoritt;  The  individual  to  whom  record  pertains; 
private  physician 

PTC— 28 

ftjnrm  naase:  Investigational.  Legal,  and  Public  Records— FTC 
•fjohm  location:  Division  of  Legal  A  PiMic  Records,  6th  A 
Peasuylvaiiia  Avenue,  N.W.,  Washington.  D.C.  2Q380;  Record 
Center,  Suitland,  Maryland. 

Cahgsrhs  of  hdhrlilnals  cnvsrsd  by  the  systM;  ReqioodeaU. 
proposed  respondents,  and  others  in  Commissioo  investigMions  and 
law  enforcement  proceedings;  parties  requesting  formal  advisory 
opinioiu. 

Cahgirlii  of  records  h  the  systa:  Name  and  some  or  all  of  the 
following:  address;  company  affiliation;  age;  date  of  birth;  place  of 
binfa;  employment,  financial,  credit,  and  persoi^  history 
background,  in  the  records  contained  in  this  system.  This  system  is 
composed  of  the  following  files:  formal  investigational  files; 
docketed  and  consent  matters;  assurances  of  voluntary  compliance; 
advisory  opinions. 

Antharfty  hr  nndnlcaancc  ef  the  system;  Federal  Trade  Commis- 
sioo  Act  a^ 

Executive  Order  no.  10430,  ‘dated  8-5-34 

Rantinc  nsm  of  reesrds  maIntahMd  h  the  ^pshn^  hMhnhig  caSego- 
rhs  of  naers  and  the  pnrposm  ef  anch  aaas:  For  use  by  Ckmunission 
staff  in  investigative  and  adjudicative  proceedings,  erdcxcement  ac- 
tioiu,  penalty  proceedii^.  enforcement  of  cxwnpHanrr  orders,  is¬ 
suance  of  conqdainU,  negotiation  of  cemaent  orders,  issuance  of 
cease  and  desist  orders,  and  adviar^  opinions.  Refetnd  to  federal, 
state,  or  local  enforcement  authorities  for  investigation  and  poesMe 
crnniiid  prosecution,  civil  action  or  regulatory  order.  Used  by 
Commission  staff  assigned  to,  reviewing,  or  supervising  matter; 
used  by  Commiasioa  peisoimel  widi  recordkeeping,  managerial,  and 
budget^  responsMIities;  used  by  persormd  of  other  agencies  to 
whom  a  matter  is  referred. 

Polkha  and  practlom  hr  ahring,  retrieving,  aeocashg,  latahiBg, 

and  dhpaahg  ef  rueords  h  Me  sySrm; 

Starige:  Mainlained  on  standard  letter  A  legal  size  -paqter;  mag- 
card  tapes;  nucroGhn,  microfiche 
RetrlivahUy:  Indexed  by  rsapondent  or  co-respondent  n^: 
coinpany  luune;  industry  mvestigstioo  tide;  FTC  inlennl  7-digit  or 
4-digit  investigation  mmtoer  or  comphiiit  assigned  number 
rMegasrii  Metal  legal  A  letter  size  fih  cabinets;  official  records 
center  containers.  Access  restricted  to  diooe  agency  petsoond 
whose  responsibilities  require  access. 

RaSanthn  and  dhgaaal:  Retained  at  FTC  offices  for  5  years,  after 
winch  transferred  to  National  Archives.  Investigatory  files,  except 
history  portion,  destroyed  by  shredding  or  burning  after  3  years, 
gyahm  managHh)  andaddrsar 
Secretary 

Federal  Trade  Commission 


6th  A  Pemos^vania  Avenue,  N.W. 

Waahnvton.  D.C  20380, 

NodBcatfan  precedare:  Ptibhe  records  contained  in  this  system 
are  available  1900  request,  as  indicated  below.  Otherwise,  records 
in  tins  system  generally  do  not  contain  personal  information  about 
individuals  and  are  generally  exempt  from  mandatory  disclosure 
imder  3  U.S.C.  Sec.  552a(kX2).  However,  some  perso^  informa¬ 
tion  rdating  to  individuals  may  be  included  and.  if  retrievable,  may 
be  disclosable;  access  to  such  information  may  be  requested  by 
matting  cf  ddivering  a  written  request  bearing  the  i^vidual’s 
mane,  return  address,  and  signature,  addkesaed  as  foBows:  Privacy 
Act  Request,  Office  of  the  Secretary.  Fbderal  Tknde  Commissioo. 
6th  Stred  A  Penns^vania  Avemie,  N.W.,  Washington,  D.C.  20580. 
In  order  for  personal  information  in  this  system  to  be  retrieved,  a 
request  must  specify  the  name  of  tire  party  subject  to  the  mvestiga- 
tion  or  adjudicatory  proceeding. 

Record  aoceas  procedures:  Same  as  above. 

Contesthig  recerd  procedures:  Same  as  above. 

•  Record  aouroe  ralegorler-  Individual  respondent  or  propoa^ 
respondent,  company  records,  comphanants,  enforcements,  wit¬ 
nesses  or  other  tl^  parties. 

FTC— 29 

SysSem  name:  Litigation  Information  Manage  mrnt  System  for  In¬ 
vestigations,  Rulemaking.  Adjudicatory  Proceedings — FTC 

Syahm  hesdam 

Suile4S2 

13th  A  Pnnsytvania  Avenue,  N.W. 

Washington.  D.C. 

Cahgarhs  ef  MhMuah  cnvrrad  by  thcqulsm:  Individual  respon¬ 
dents,  witnesses,  informants,  and  inlerested  potties  in  certain 
selected,  complex  investigations,  or  rulemaking  or  adjudicatory 
proceediags;  individuab  stibmRting  comments  or  named  in  records 
obtatoed  in  tike  course  of  sudi  hvmtjgations  or  proceedingB. 

Cghgorha  of  rseords  In  the  quhau  Informatioo  on  individuals 
genetsJly  concerns  relations  or  transactions  with  or  kaowhSdge 
about  respondents,  or  geneiM  htismcm  and  isolated  personal  infor¬ 
mation  on  individual  respondents,  arid  other  items  of  information 
relatmg  to  the  individual’s  involvemeat  in  tiie  matter  in  question. 

Aathorlty  hr  mahtteasnes  of  tim  sjatenK  Federal  TVade  Commis- 
uon  Act 

rhs  el  users  and  the  aarpesm  of  aach  asssc 

only  utilized  in  certm  sHect,  exunplex  arnttm  where  dgta  storage, 
retrieval,  and  mnnipulatioo  requires  such  use.  It  is  need  for  general 
law  enforcement  purpoam  (hkchidiag  mveatigation,  legation,  and 
ruhnuddr^  by  Commissioo  emplogrees;  used  by  management  in  al¬ 
locating  resources  and  in  assessing  progress  of  programs;  used  to 
provide  urfotmatioo  to  Congress;  us^  ^  consuhaids  and  contrac¬ 
tors  to  create  Aita  bmes  and  to  perform  calculations  and  intetpret 
<hda  for  FTC  attorneys;  used  to  refer  matters  to  federal,  state,  or 
load  cnforcemeiu  autiiorities  for  mveatigation  and  possiblp  criminal 
prosecution,  civfl  court  action,  or  regulatary  order. 

PbBcIh  and  preetteea  hr  atarhig,  latilsihg,  aeocashig,  rstahdng, 
mM  dhpadh«  ef  reeards  hi  the  aytem: 

Staragr:  Maintained  in  original,  nicroform  and  computer  data 
bases. 

RitrtivahMiy;  Retrieved  by  name,  titie,  date,  company  con¬ 
cerned.  or  any  fact  erdered  on  date  entry  form  (document  control 
form). 

Safoguards:  Access  to  records  only  to  those  working  on  the  par¬ 
ticular  matter  and  only  witiun  their  pertimiM-  function.  Security  and 
confidentiality  controh  prevent  unauthorized  accesr,  to  original 
recoitia  and  computerized  records. 

Ratentfon  and  dhgooal:  Reteinrd  for  life  of  proiyam  phn  any  ad- 
dhional  retention  period  specified  by  Commhaion.  Dhpoaal  is  by 
afaredding.  buraing,  or  other  pliymcal  destiuctioiL 

Maru^er,  T  irigatioo  Support  Diviakm 

Room  432 

13th  A  Pemnylvanm  Avenue,  N.W. 

Waafainglon,  D.C. 

NadBcafhn  prucadarat  Recorda  in  this  ayatera  generally  do  not 
personal  iof  onnatioa  about  individuals  and  are  generalh  ex¬ 
empt  from  mendatery  dhdosure  under  3  U.S.C  Sec.  552aft)(2). 
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iiK-hKt«^  aad  may  be  diaclosable;  and  access  to  such  infaematkm 
may  be  requested  by  maihng  or  d^vering  a  written  request  bearing 
the  indivkhial’s  name,  return  addresa,  and  signature,  addressed  as 
foSows;  Privi^  Act  Request,  Office  of  the  Secretary,  Federal 
Trade  Commission,  6th  Street  Pennsylvania  Avenue.  N.W., 
Washingtoo,  D.C.  20S80.  In  order  for  perwmal  information  in  this 
system  to  be  retrieved,  a  request  must  specify  the  name  of  the 
party  subject  to  investigatioo  or  adjudicirtary  proceeding. 

Raoard  aeceas  praeedara:  Same  as  above. 

CaaScallng  raoard  procedres;  Sanae  as  above. 

■eoard  aarce  caNgoeiri:  Ihddic  and  confidential  information 
received  from  industry,  government,  and  individuals. 

FTC— 30 

System  name:  Page  Count  Sheet  Tabulation,  Dallas  Regional  Of¬ 
fice— FTC 

System  lecathm: 

Federal  Trade  Commission 
DaOas  Regional  Office 
500  S.  Ervay  Street,  Room  452-B 
Dallas.  Texas  75201 

Calegarim  of  tmhvhhials  covered  by  the  systeaK  The  members  of 
the  Word  Processing  Center  who  operate  the  Wang  automatic 
typewriters  and  take  the  dictation  from  the  Professional  Staff. 

Categaslm  af  recards  N  the  system:  Initials  of  person  performing 
work,  the  date  in  wdiich  it  was  received  into  the  Word  Processing 
Center,  the  time  at  which  the  work  left  the  WPC;  the  luune,  title, 
nuiid>er  of  the  casework  received;  the  type  of  work  (ex.  Interview 
Report,  Complaint,  ^.),  the  nutnber  of  pages  and  the  initials  at 
the  Pr^essknal  memb^  who  is  responsible  for  the  wmk  being  ' 
processed. 

Aathurity  iar  majnSrnsnrr  of  the  system:  Federal  Trade  Coirunis- 
sion  Act;  FTC  Administrative  Manual  1-201.1;  Federal  Records  Act 
Sec.  506(a);  GSA  R^ulations  (Secs.  101-11.209-3). 

Randne  aam  at  records  amlnlained  in  the  qrsicm,  iathalhig  catago- 
rim  of  naan  and  the  pnipoacs  of  snch  aaes:  A  monthly  tabulation  of 
tte  page  count,  itemized  for  each  steno/typist/secretary  is  kept  and 
used  to  mcHC  evenly  distribute  the  workload  as  wdl  as  being  used 
in  the  evaluation  of  that  individual.  Used  by  Dallas  Regional  Office 
personnel. 

Palicim  and  practices  far  storing,  retrieving,  accessing,  retainhig, 
and  disposing  of  records  In  the  sytem: 

Storage:  Metal  secretarial  desk  which  can  be  locked. 

Batrievabiiity:  By  monthly  indexing. 

Safegaards*  Stored  in  metal  secretarial  desk  aduch  can  be  locked. 
Access  restricted  to  those  agency  personnel  whose  responsibilities 
recpure  access. 

Eetentien  and  disposal:  They  are  retained  for  a  period  of  one  year 
and  then  are  dispoMMl  of  by  burning. 

System  BBanager(s)  snd  address: 

Director 

Dallas  Regional  Office 

500  S.  Ervay  Street,  Room  452-B 

Dallas,  Texas  75201 

Notifli  aliiin  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows:  Privacy  Act  Request,  Office  at  the  Secretary, 
Federal  Trade  Commission,  6th  Street  A  Penmylvania  Avemie, 
N.W.,  Washington,  D.C.  20580. 

Record  aeccm  procednrer  Same  as  above. 

Contesting  reesrd  procedures:  Same  as  above. 

Reesrd  source  catsgsriest  Records  kept  by  the  Supervisor  of  the 
Word  Processing  Center  from  work  turned  in  by  each  individual  of 
the  Word  Processing  Center. 

FTC- 31 

System  name:  PayroD  Ptocessiog  System — Federal  Tknde  Commis¬ 
sion 

Division  of  Budget  and  Rnance 
Federal  Trade  Commission  _ 

6th  Street  A  tamsylvania  Avoiue,  N.W. 

WssMngtnn.  D.C.  20580 

Catagsilm  af  Mhrldnals  cuversd  by  ths  system:  AO  FTC  person¬ 
nel 


Cntegnelm  of  records  la  the  system:  All  paytxdl  information  on  in¬ 
dividual  FTC  engdoyees  including  basic  employinent  information, 
pay  and  deduction  infannntion,  and  leave  and  tax  information. 

tufhsritj  tar  mahstenanoe  of  the  system;  RiUic  Law  89-554,  Sec. 
1;  5  U.S.C.  Sec.  1301;  Federal  Personnel  Manual. 

BnaSim  uses  of  reoords  mafutalned  in  the  system,  inriuding  catego- 
ilm  of  naers  and  the  purpoaea  of  such  uses:  Salary  and  wage 
processing  in  accordance  witti  applicable  laws  and  regulations. 
Used  by  Division  of  Budget  and  Finance  personnd  aiKi  by  other 
agency  personnel  whose  responsibilities  iiKlude  salary  and  wage 
processing  and  evahiatkm. 

Pnttcies  ssul  practices  iar  storing,  retrievhrg,  acceadng,  rrtahitng, 
asid  dhposing  of  records  in  the  sytem: 

Storage:  Maintained  in  comprehensive  computer  listing  aitd  on 
computer  tape  by  the  Treasury  Department  in  Philadelphia. 

Rctrievafailily:  By  name,  social  security  number. 

Safeguards:  Access  restricted  to  those  agency  persormel  whose 
responsibilities  require  access. 

Itstention  aad  dkpoaal:  Maintained  according  to  GSA/Archives 
scdiedules  of  retention  and  di^iwaal. 

System  mamtgeifs)  asul  address; 

Quef,  Division  of  Budget  and  Hnance 
(addrm  same  as  System  Location) 

NotWcatloa  peecedure;  By  mailing  or  delivering  a  written  request 
bearing  the  mdividual’s  name,  return  address,  artd  signature,  ad¬ 
dressed  as  follows:  Mvacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  (Zommission,  6di  Stmt  A  Pennsylvania  Avenue, 
N.W.,  Washington,  D.C.  20580. 

Rscord  accem  procedares:  Same  as  above. 

Contealfeig  record  procedures;  Same  as  above. 

Record  source  entegortw:  I^y  forms  congdeted  by  individual  on 
whom  the  records  are  maintained;  personnel  system. 

FTC— 32 

System  name:  I^yroll — Retirement  C^ards — FTC 

System  localion: 

Division  of  Budget  and  Finaiu:e 

Federal  TVade  Comnussion 

6th  Street  A  Pennsylvania  Avenue,  N.W. 

Washington,  D.C.  20580 

Categories  of  fauRviduak  covered  by  the  system:  AU  Federal  Trade 
Commission  personnel  who  quality  for  Federal  retirement  benefits. 

rstegorits  of  reoords  in  the  system:  Payroll  information  relating  to 
retirement  benefits. 

Antharlty  for  raafcatemmoc  of  the  system:  5  U.S.C.  Secs.  5301, 
5501,6101,6301,8301. 

Routine  uses  of  records  mahsudned  in  the  systens,  inrlndlug  catego- 
ilm  of  nsen  and  the  purposes  at  such  uses:  OdcuhUion  of  retirement 
benefits.  Referred  to  succeeding  engdoyer  of  U.S.  Government 
Agency  or  otherwise  to  Civil  Service  Commission  upon  withdrawal 
or  retirement  from  Federal  Service. 

Polklcs  and  prnctlom  ier  stiuteg,  retrieving,  aooeaalng,  retaining, 
and  d^Klaing  of  recardi  In  the  sytem: 

StoragST  Maintained  on  8  inch  by  10  1/2  inch  card 

Retrfavsliiiity:  Indexed  by  name 

Safcgnssds:  Locked  3-drawer  file  cabinet.  Access  restricted  to 
diose  agency  personnd  whose  responsibaities  require  access. 

Retention  and  dispnsnl-  Hdd  for  length  of  service  of  employee 
while  at  FTC;  informteion  forwarded  to  next  engdoying  s^ency  or 
Clivfl  Service  Commission. 

System  asanagetfs)  and  addtem: 

Chief,  Division  of  Budget  and  Finance 
(address  same  as  System  Location) 

NodflcHlIan  psucedare;  By  mailmg  or  deliveriiw  a  written  request 
bearing  the  iiidividual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows;  Mvi^  Act  Request,  OtEce  of  the  Secretary, 
Federal  Trade  Conunisaion,  6th  Street  &  Pennsylvania  Avenue, 
N.W.,  Waahinglon,  D.C.  20580. 

Reoiard  noeem  prnrrdarm:  Same  as  above. 

Coateslhig  reesrd  prncadarss!  Same  as  above. 

Record  source  cstegoelm  PsyraH  system;  peisoond  system 
FTC— 33 

System  nosns:  ftehminary  Investigatioo  FBes — FTC 
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SystOB  loc«tfc»; 

Bufldnig 

633  Indiaiia  Avemie,  N.W. 

Washington,  D.C. 

Star  Buildint 

1101  Pennsylvania  Avenue,  N.W. 

Washington,  D.C 
Oehnan  Building 
2120  L  Street,  N.W. 

Washington,  D.C. 

Penns^ania  Building 
425  13th  Street,  N.W. 

Washington,  D.C. 

M  Street  Building 
1726  M  Street,  N.W. 

Suite  1 100 
Washington,  D.C. 

6th  A  Pennsylvania  Avenue,  N.W. 

Washington,  D.C. 

Atlanta  Regional  Office 
730  Peachtree  Street,  N.E. 

Atlanta,  Georgia  30308 
Boston  Regional  Office 
150  Causeway  Street 
Boston,  Massachusetts  02144 
Chicago  Regional  Office 
55  East  Monroe  Street 

Chicago,  niinnw  60603  ^ 

Cleveland  Regional  Office 
1339  Federal  Office  Budding 
1240  East  9th  Street 
Cleveland,  Ohio  44199 
Dallas  Regional  Office 
500  East  Ervay  Street 
Dallas,  Texas  75201 
Kansas  City  Regional  Office 
2806  Federal  Office  Building 
91 1  Walnut  Street 
Kansas  City,  Missouri  64106 
Los  Angeles  Regional  Office 
13209  Federal  Building 
1 1000  Wilshire  Boulevard 
Los  Angeles,  Cahfomia  90024 
New  Orleans  Regional  Office 
1000  Masonic  Temple  Building 
333  St  Charles  StrMt 
New  Orleans,  Louisiana  70130 
New  York  Regional  Office 
2243-EB  Federal  Building 
26  Federal  Plaza 
New  York,  New  York  10007 
San  Francisco  Regional  Office 
450  Golden  Gate  Avenue 
San  Francisco,  Cahfomia  94102 
Seattle  Regional  Office 
28th  Floor  Federal  Building 
915  Second  Avenue 
Seatde,  Washington  98174 
Washington,  D.C.  Regional  (Xficc 
2120  L  Street,  N.W. 

Washington,  D.C.  20037 

Categories  of  Mividnab  covered  by  the  syalcau  Respondents  and 
Co-Respondents  in  Preliminary  Investigations. 

Categories  of  records  in  the  syilm  Information  on  iiKiividuals 
generally  concerns  relations  or  transactions  with  or  knowledge 
about  respondrats,  or  general  business  and  isolated  personal  infor¬ 
mation  on  individual  resp<»dents,  and  other  items  of  mfonnation 
relating  to  the  individual’s  involvement  in  the  matter  in  quesfion. 
This  system  is  composed  ot  files  oi  preliminary  investigations 
(investigations  which  have  not  yet  become  formal  and  assigned  a  7- 
digit  number). 

AaShority  far  BMlnlenaaoc  of  the  syatcai:  Federal  Trade  Commis¬ 
sion  Act 

Routtoc  aoes  of  records  nsainlaiMd  in  the  syaSem,  hschiding  catego¬ 
ries  of  neers  Md  the  parposes  of  anch  mtK  To  determine  ahethcr  a 
formal  investigation  or  other  action  is  appropriate.  Referral  to 
federal,  sute,  or  local  enforcement  autbrnities  for  investigation  and 
possiMe  criminal  prosecution,  civil  action,  or  regulatory 
Used  by  Commission  staff  assigned  to,  reviewing,  or  supervising 


matter;  used  by  Commissioo  persooDel  wRfa  reoosxBceeping, 
maniveiial,  «nd  budgeting  responiaitaifities;  used  by  personnel  of 
odier  agencies  to  vibom  a  matter  is  refened. 

Pahdea  and  practices  isr  atorisg,  ratrievhig,  accemhig.  ntainhig, 
and  dhpaslng  of  recerdh  ks  the  sytans: 

Storage:  Records  maintained  in  file  folders 

Rctzievafailty:  Indexed  by  name  of  respondent  or  co-respondent 

SaiegBards:  Access  to  and  use  of  these  records  are  limited  to 
those  whose  official  duties  require  such  access. 

RrienHon  and  dlsposM:  Recocxls  are  transferred  to  Division  of 
Legal  and  Public  Records  when  prdnninary  investigation  ends. 

Syatcai  managerfs)  and  adihcsa: 

Director  of  Bureau  or  Regional  Office  conducting  investigation. 

NotMcadon  procedae*:  Records  in  this  system  generally  do  not 
contain  personal  information  about  individuals  and  are  generally  ex¬ 
empt  fim  noandatory  disclosure  under  5  U.S.C.  Sw.  552a(k)(2). 
However,  some  persoiaal  information  rdating  to  individuals  may  be 
inchided  and,  if  retrievable,  may  be  disclosaUe;  access  to  such  in¬ 
formation  may  be  requested  by  mailing  or  dielivering  a  written 
request  bearing  the  in^vidual’s  name,  return  address,  and  signa¬ 
ture,  addressed  as  follows:  Privacy  Act  Request,  Office  of  the 
Secretary,  Federal  Trade  Comnussion,  6th  Street  A  Pennsylva^ 
Avenue,  N.W.,  Washington,  D.C.  205^  In  order  for  personal  in¬ 
formation  in  this  system  to  be  retrieved,  a  i^uest  must  specify  the 
name  of  the  party  sidrject  to  the  investigation  or  adjudicatory 
proceeding.  The  request  should  also  specify  the  Bureau  (and  Divi¬ 
sion,  if  possible)  or  Regional  Office  conducting  the  investigation. 

Record  aocess  pmoedates:  Same  as  above. 

CoaBrsttog  rsoord  prooedmes:  Same  as  above. 

Rceard  aaorec  categsrics:  Individual  respondent  or  proposed 
respondent,  company  records,  complainants,  informants,  witnesses 
or  other  third  parties. 

FTC— 34  ' 

System  nanw:  PuMic  Contact  R^wrt  System,  Atlanta  R^ional  Of¬ 
fice— FTC 

System  locntioni 

Atlanta  Regional  Office 

730  Peachtree  Street,  N.E.,  Room  800 

Atlanta,  Georgia  30306 

rategnrlri  of  IndlvIdBalB  covered  by  the  system:  Individual  mem¬ 
bers  of  the  puUic  who  file  conqifaunts  or  request  information  eitlwr 
by  teleplame  or  in  person  concerning  matters  believed  to  be  of  in¬ 
terest  or  within  the  jurisdiction  of  the  FTC. 

rategnriri  of  records  in  the  system:  Consists  of  comoleted  form 
listing  the  name  of  the  individual,  name  of  the  comoany  about 
which  the  individual  inquires  or  complains  and  the  matter  com¬ 
plained  of.  System  also  indudes  an  iixlex  of  the  individual  with 
whom  contact  was  made. 

Authority  lor  malntenaBCC  of  the  system:  Federal  Trade  Ckmunis- 
skm  Act 

Routhw  uses  of  records  UHlntalaed  In  the  qrstem,  inchMhng  catego¬ 
ries  of  usm  aud  the  pm-poses  of  such  usss:  Filed  for'  future 
reference  as  to  possible  witnesses  if  company  comidained  of  should 
come  under  investigation  by  the  FTC.  .AJso  may  be  used  for 
reference  to  another  office  of  the  FTC  or  other  federal  agenda  for 
law  enforcement  purposes  when  deemed  approoriate.  Used  bv  At¬ 
lanta  Regional  Office  personnel  and  by  oersonnel  of  other  FTC 
units  or  odier  agencies  to  whom  a  matter  is  referred. 

PoHdm  and  practioa  Isr  storing,  rstriivhit,  awing,  retainlug, 
sod  dtapostog  of  reoards  to  the  qrtem: 

Storage:  Public  contact  forms  mwintained  in  letter  size  file  fol¬ 
ders:  index  cards  consbts  of  3  inch  by  5  inch  cards  maintained  in 

(Wfae. 

RctrievahBIty:  Contact  form  filed  alphabetically  by  name  of  com¬ 
pany;  index  c^  f3ed  alphabeticaBy  by  name  of  individual. 

SMepuards:  Contact  forms  in  standard  file  cabinet  and  index 
cards  m  standard  card  ffle.  Access  restricted  to  those  agency  per- 
soimd  whose  responsibilities  requite  access. 

Bstsutiisi  and  dhpoaal:  Retained  for  a  minimum  of  one  year  and 
disposed  of  by  delivery  to  and  placing  in  a  local  govenunent  in¬ 
cinerator. 

System  ausmgerfs)  and  aihhrsas! 

Regional  Director 

730  Peaddree  Street,  N.E.,  Room  800 
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Alkinta,  Oeoiva  30308 

NollScalicNi  prooedar*:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  fc^knvs:  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Comndssion,  6th  Street  &  Pennsylvania  Avenue, 
N.W..  Washington,  D.C.  20S80. 

Record  access  procedores:  Same  as  above. 

Coatesliag  record  procedures:  Same  as  above. 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual. 

FTC— 35 

l^rslcni  naase:  Public  Information  Mailing  List — FTC 

System  location: 

Office  of  Public  Information — Room  4% 

Federal  Trade  Ctmunission 
^  Street  &  Pennsylvania  Avenue,  N.W. 

Washington,  D.C.  20S80 

Categories  ol  Individuals  covered  by  the  system:  Individuals,  busi¬ 
nesses,  and  organizations  which  teve  indicated  an  interest  in 
receiving  FTC  materials. 

Categories  of  records  In  the  system:  Contains  some  or  aU  of  the 
following:  name,  title,  company  or  organization,  mailing  address, 
occupation,  and  capacity/interest  codes. 

Authority  for  maintenance  of  the  system:  Federal  Trade  Ctunmis- 
sion  Act  > 

Roittine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  ttw  purposes  of  such  uses:  1.  Mailing  FTC  materials 
by  Public  Information  Office  personnel. 

2.  Creation  (rf  formatted  statistical  reports  designed  for  use  by 
OPl  Director  and  Assistant  Director  as  a  management  tool  in  as¬ 
sessing  OPI  mission  performance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytm: 

Storage:  Computer  disk  storage 

Rctrievability:  System  indexed  by  computer-assigned  identifica¬ 
tion  number. 

Safegnards:  1.  Password  access  to  computer  storage  facility. 

2.  Access  to  code  system  available  to  OPI  and  computer  support 
personnel  only. 

Retention  and  disposal:  Records  are  retained  until  a  purge  action 
occurs  or  a  request  to  delete  is  received.  A  purge  action  occurs 
when  an  affirmative  response  to  a  purge  inquiry  is  not  received, 
and  each  list  entry  receives  a  purge  inquiry  annu^y. 

System  asanagerfs)  asul  addrem: 

Director,  Office  of  Public  Information 
Room  4%,  Federal  Trade  Commission 
6th  Street  &  Pennsylvania  Avenue,  N.W. 

Washington,  D.C.  20S80 

NotMicatloa  procedure:  By  mailing  or  delivering  a  written  request 
twring  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows;  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Commission,  6th  Street  &  Pennsylvania  Aveitue, 
N.W.,  Washington,  D.C.  20S80. 

Rccoed  access  procedures:  Same  as  above. 

Coutcstfaig  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  who  wishes  to  receive  FTC 
material,  and  FTC  material,  and  FTC  staff  referring  mailing  list 
requests. 

FTC— 36 

System  uamc:  PuUic  Information  Mailing  Lists,  Boston  R^onal 
Office — FTC 

System  locathm: 

Boston  R^jonal  Office 
Suite  1301 

ISO  Causeway  Street 
Boston,  Mass.  02114 

ratfgnrlrs  of  Individuals  covered  by  the  system:  News  media  per¬ 
sonnel,  heads  of  consumer  organizations.  Attorneys  General  and 
key  staff,  heads  of  buuness  oiganizadons,  selected  key  individuals 
such  as  legislaUHS,  government  leaders,  professors,  dc.  cotK«med 
with  consumerism. 

ratrgnrlrs  of  records  ha  the  qnlem:  Contains  name,  title,  or¬ 
ganization  and  address. 


Authority  far  nudntenaiicc  of  the  system:  Federal  Trade  Commis¬ 
sion  Act 

Routine  uses  of  records  maintained  fa  ttw  qrstem,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by 
staff  for  purposes  oi  mailing  or  distributing  press  releases  and  other 
informatkm  materials. 

Policies  and  practices  far  storing,  rctrlevfag,  accessing,  retaining, 
and  (Rsposing  of  records  in  the  sytem: 

Storage:  Maintained  on  a  typed  listing  which  b  periodicaUy  up¬ 
dated. 

Rctrievhbllity:  Indexed  by  name  and  organization. 

Safeguards:  Lists  are  maintained  in  a  steel  file  in  the  PIO’s  Of¬ 
fice.  Access  restricted  to  those  agency  personnd  whose  responsi¬ 
bilities  require  access. 

Retcnthm  and  dtsposal:  Lists  are  maintained  until  outdated. 

System  managerfs)  and  addrem: 

PuMic  Information  Officer 
Boston  Regional  Office 
150  Causeway  St. — Suite  1301 
Boston,  Mass.  02114 

Notification  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  fcdlows;  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Commission,  6th  Street  &  Pennsylvania  Avenue, 
N.W.,  Washington,  D.C.  20S80 

Record  accem  procedures:  Same  as  above. 

Contestfag  record  procedures:  Same  as  above. 

Record  source  categories:  Boston  Regional  Office  staff,  the 
media,  consumer  organizations,  materials  and  information  supplied 
by  the  public,  directories,  and  government  officials. 

FTC— 37 

System  name:  Public  Information  Mailing  Lists,  Dallas  Regional  Of¬ 
fice — FTC 

System  location: 

Federal  Trade  Commission 
Dallas  R^jonal  Office 
500  S.  Ervay;  Room  452-B 
Dallas,  Tx.  75201 

Categories  of  individuals  covered  by  the  system:  Members  of  news 
media 

Categories  of  records  in  the  system:  Name,  title  and  address 

Authority  far  maintenance  of  the  system:  Federal  Trade  Commis¬ 
sion  Act;  FTC  Administrative  Manu^  1-201.1,  Federal  Records  Act 
Sec.  506(a);  GSA  Regulations  (Sec.  101-11.209-3) 

Routine  uses  of  records  maintained  fa  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Iden^icatkm  of  mem¬ 
bers  of  news  media  who  are  to  receive  courtesy  copies  of  News 
Releases,  etc.  This  material  is  used  by  members  of  the  Word 
Processing  Center  and  the  Public  Information  Officer  for  truuling. 

Policies  and  practices  far  storfag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  On  a  Wang  Cassette  Taoe 

RetrlevabiUty:  By  Tape  Number  and  Identity  on  Tape  Front 

Safeguards:  Names  and  Addresses  are  stored  on  Wang  Cassette 
Tape;  They  are  kept  stored  in  a  cassette  album  in  the  Word 
Processing  (Center.  Access  restricted  to  those  agency  oersonnel 
whose  responsibilities  require  access. 

Retention  and  disposal:  Tape  is  kept  until  new  PuNic  Information 
Officer  is  named  each  Fiscal  Year  and  then  the  list  is  updated  and 
changed 

System  managerfs)  and  addrem: 

DireeUw 

Dallas  Regional  Office 
500  S.  Er^y;  Room  452-B 
Dallas,  Tx.  75201 

Notification  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  fcdlows:  Privacy  Act  Reouest,  Office  of  the  Secretary, 
Federal  Trade  Commission,  6th  Street  &  Pennsylvania  Avenue, 
N.W.,  Washington.  D.C.  20580 

Record  accem  procedures:  Same  as  above. 

Contestfag  record  procedures:  Same  as  above. 

Record  source  categories:  Members  of  news  media. 
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System  Bamc:  Public  Information  Mailing  List,  New  Orleans  Re¬ 
gional  Office — FTC 
System  locatka: 

New  Orleans  Regional  Office,  FTC 

333  St  Charles  1000  Masonic  Temple  Bldg. 

New  Orleans,  Louisiana  70130 

Categories  of  individuals  covered  by  the  system:  Persons  and  con¬ 
sumer  organizations  who  normally  receive  information  supplied  to 
this  office  by  the  Division  of  Consumer  Education 
Criegories  of  reoords  far  the  system:  Contains  name  and  address 
individuals  and  groups  receiving  consumer  education  infeumation 
Authority  for  maintenaiicc  of  the  system:  Federal  Trade  Cotruniv 
sion  Act 

Routine  uses  of  records  maintained  in  the  system,  inchiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  indicated  for 
mailing  of  Consumer  education  material.  Used  by  New  Orleans  Re¬ 
gional  Office  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrtem: 

Storage:  Maintained  on  MT/ST  tape 
Retrievability:  Indexed  by  use 

Safeguards:  Access  restricted  to  those  agency  personnel  whose 
responsibilities  require  access. 

Retention  and  cHsposal:  Maintained  until  individual  or  group 
requests  removal  from  the  list,  or  until  materials  are  returned  by 
post  office  because  of  change  in  address 
System  manager<s)  and  address:  FTC  New  Orleans  Regional  Of¬ 
fice  Director.  333  St  Charles  Street,  1000  MascMUC  Temple  Build¬ 
ing,  New  Orleans,  Louisiana  70130 
Notification  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual's  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows;  Mvacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Commssion,  6th  Street  &  Pctmsylvania  Avenue, 
N.W..  Washington,  D.C.  20580 
Record  aceem  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above 
Record  soutm  categories:  Individual  or  group  cm  whom  the  record 
is  maintained 

FTC— 3> 

System  name:  Staff  Advisory  Opinion  Records — FTC 
System  location: 

Office  of  Assistant  General  Counsel 
Legal  Services,  Room  no.  576 
Federal  Trade  Commission 
6th  &  Pennsylvania  Avenue,  N.W. 

Washington,  D.C.  20580 

Categories  of  intUviduals  covered  by  the  system:  Applicant^  for  ad¬ 
visory  of^ons  under  Sec.  1.1  of  the  Commission's  Rules  of  Prac¬ 
tice  and  Procedure. 

Categories  of  recorcb  in  the  system:  Name  and  address  of 
requestor;  business  information;  proposed  courses  of  business  ac¬ 
tion. 

Authority  for  nuintcnance  of  the  system:  Federal  Trade  Commis¬ 
sion  Act. 

Routine  uses  of  records  maintained  hi  the  system,  faKludhig  catc^ 
ties  of  users  and  the  purposes  of  such  uses:  To  provide  staff  advice 
responsive  to  public  request;  to  maintain  reconl  of  advice  0ven; 
for  use  of  the  staff  for  preparation  of  future  staff  or  Commission 
opinions  and  to  coordinate  and  assure  consisteiKy  of  position; 
possible  referral  to  other  parts  of  the  FTC  or  to  appropriate  federal 
or  state  agencies  for  advice  or  where  law  enforcenoent  action  may 
be  warranted;  used  by  staff  erf  Office  (rf  General  Counsel  and  other 
FTC  personnel  or  agencies  to  whom  a  matter  is  referred. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Stored  in  file  folders;  file  cabinets 
Retrievability:  GeneraDy  indexed  by  name  of  requesting  party 
Saiegnasds:  Maintained  in  lockaUe  file  cabinets  and  crffice.  Ac¬ 
cess  restricted  to  those  agency  personnel  vriiose  responsibOities 
require  access. 

Retention  and  (Roposal:  Maintained  frenn  1-1-70;  no  present 
disposal  i^ogram 
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System  manager(s)  asnl  nddreas:  Assistant  General  Counsel  for 
Legal  Services,  Room  no.  576,  Federal  Trade  Commission,  6th  A 
Pennsylvaina  Avenue,  N.W.,  Washington,  D.C.  20580. 

Notification  procedure:  By  mailing  or  ddivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows;  Privacy  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Commission,  6th  A  Permsylvaina  Avemie,  N.W., 
Washington.  D.C.  20580 

Record  aceem  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  proprietorsh^,  corporation, 
or  other  business  organization,  or  coun^  representing  any  of 
them,  seeking  or  receiving  a  staff  advisory  opinioa 

FTC— to 

System  name:  Statement  of  Employment  and  Financial  Interests — 
FTC 

System  location: 

Office  of  the  Executive  Director 
Federal  Trade  Commission 
6th  A  Pennsylvania  Avenue,  N.W. 

Washington,  D.C.  20580 

Categories  of  individoals  covered  by  the  mtem:  Persoimel 
required  ^  FTC  regulations  to  file  statements  of  employment  and 
financial  interests 

Categories  of  records  in  the  system:  Contains  name,  organization, 
statement  of  emi^yment  and  financial  interests 
Authority  for  maintenance  of  the  system:  Executive  Order  No. 
11222  and 
5  CFR  Part  735 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Review  of  statement  of 
emi^yment  and  financial  interests  to  ascertain  whether  a  conflict 
of  interest  or  apparent  conflict  of  interest  exists,  and  if  so.  to  in¬ 
sure  that  appropriate  action  is  taken  to  remove  conflict.  Used  by 
senior  Conunission  en^loyees  and  members  of  the  General  Coun¬ 
sel’s  Office. 

Poiktes  and  practica  for  atorhig,  retrieving,  acreasing,  retalniag, 
and  (Usposing  of  reoords  in  the  sytem: 

Storage:  Maintained  on  an  8  inch  by  H)  1/2  inch  paper 
Retrievability:  Indexed  by  name 

Safeguards:  Records  are  maintained  in  a  comlnnation  steel  vauh. 
Access  restricted  to  those  agency  personnel  whose  responsibilities 
require  access. 

Retention  and  dbpoaal:  Recends  are  maintained  indefinitely 
System  managers)  and  address: 

Executive  Director 
Room  426 

.  Federal  Trade  Commission 
Wadiington,  D.C.  20580 

Notification  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  iiidividual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  follows;  Privi^  Act  Request,  Office  of  the  Secretary, 
Federal  Trade  Commission,  6th  A  Peimsylvania  Avenue,  N.W. 
Washii«ton.  D  C.  20580 
Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

Frc--41 

System  name:  Unofficial  Persrmnel  Records — FTC 
System  location: 

Federal  Trade  Commission 

6th  Street  A  Pennsylvania  Avenue.  N.W. 

Washington,  D.C.  20580 

Indiana  Building 

633  Indiana  Avenue,  N.W. 

Washington,  D.C. 

Star  Building 

1101  Pennsylvania  Avenue,  N.W. 

Washington,  D.C. 

Gelman  Building 
2120  L  Street.  N.W. 

Washington,  D.C. 
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Pennsylvania  Building 
425  13th  Street.  N.W. 
Washington,  D.C. 

M  Street  Building 
1726  M  Street.  N.W. 

Suite  1100 
Washington,  D.C. 

Atlanta  Regional  Office 
730  Peachtree  Street,  N.E. 
Atlanta,  Georgia  30308 
Boston  Regional  Office 
ISO  Causeway  Street 
Boston,  Massachusetts  02144 
Chicago  Regional  Office 
55  East  Monroe  Street 
Chicago,  Illinois  60603 
Cleveland  Regional  Office 
1339  Federal  Office  Building 
1240  East  9th  Street 
Cleveland,  Ohio  44199 
Dallas  Regional  Office 
500  South  Ervay  Street 
Dallas,  Texas  75201 
Kansas  City  Regional  Office 
2806  Federtd  Office  Building 
91 1  Walnut  Street 
Kansas  City,  Missouri  64106 
Los  Angeles  Regional  Office 
13209  Federal  Building 
1 1000  Wdshire  Boulevard 
Lx>s  Angeles,  California  90024 
New  Orleans  Regional  Office 
1000  Masonic  Temple  Building 
333  St.  Charles  Street 
New  Orieans,  Louisiana  70130 
New  York  Regional  Office 
2243-EB  Federal  Building 
26  Federal  Plaza 
New  York,  New  York  10007 
San  Francisco  Regional  Office 
450  Golden  Gate  Avenue 
San  Francisco,  California  94102 
Seattle  Regional  Office 
28th  Floor  Federal  Building 
915  Second  Avenue 


FEDERAL  TRADE  COMMISSION 

Seattle,  Washington  98174 
Washirigton,  D.C.l  R^onal  Office 
2120  L  Street,  N.W. 

Washington.  D.C.  20037 

Categories  of  individuals  covered  Ipr  the  system:  Current  em¬ 
ployees  of  the  Federal  Trade  Commission. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  i^ormation  or  documents  about  the  employment  and  work 
'  history  of  individual  employees.  The  types  of  records  maintained 
vary  with  each  supervisor  and  Cortunission  unit.  Each  superviosr 
may  maintain  some  or  all  of  the  foUowing  records:  written  notes  or 
memoranda  on  emoloyee  performance  (i.e..  Attorney  Evaluation 
Employment  Forms),  leave,  work  assignments,  disciplinary 
proUems. 

Authority  for  mainteiumce  of  the  system:  Title  5  U.S.C.  Sections 
4301-4308;  Sections  6101-6106;  Sections  6301-6326;  Sections  7301- 
7352;  Sections  7501-7533. 

Routine  uses  of  records  nuiintained  in  the  syston,  including  catego¬ 
ries  of  users  and  the  purposes  id  such  uses:  To  be  used  by  the  em¬ 
ployee’s  supervisor  in  evaluating  performance,  preparing  promotion 
and  award  recommendations,  preparing  infortnal  or  form^  discipli- 
,  nary  actions,  approving  leave,  making  work  assignments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  These  records  are  maintained  in  file  folders 

RctrievabiUty:  These  records  are  indexed  by  the  names  of  in¬ 
dividuals  on  whom  they  are  maintained 

,  Safeguards:  Access  to  and  use  of  these  records  are  limited  to 

those  whose  official  duties  require  such  access.  Personnel  screening 
is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  destroyed  when  the  em¬ 
ployee  no  longer  wo^s  for  the  supervisor  maintaining  the  records 

System  manageifs)  and  address:  Employee  supervisor.  Federal 
Trade  Commission. 

Nodficatkm  procedure:  By  mailing  or  delivering  a  written  request 
bearing  the  individual’s  name,  return  address,  and  signature,  ad¬ 
dressed  as  f(4k>ws:  Privacy  Act  Request,  Office  of  the  S^retrary. 
Federal  Trade  Cmnmission,  6th  Street  &  Pennsylvania  Avenue, 
N.W.,  Washington,  D.C.  20580. 

Record  access  procedures:  Same  as  above. 

Cfmtesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  to  whom  record  pertains;  su- 
pervisMs  of  employee. 
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FHLB8— 1 

Syalcn  ■ame:  INTERNAL  OFFICE  PERSONNEL  FILES 

Systan  locadMi:  SEE  “SYSTEM  MANAGER’*. 

Categovfet  of  iMttvtdiiali  qwrtred  by  the  ayaleni:  FED^AL 
HOME  LOAN  BANK  BOARD  EMPLOYEES,  CCWSULTANTS, 
AND  EMPLOYEES  OF  THE  FEDERAL  SAVINGS  AND  LOAN 
INSURANCE  CORPORATION,  AND  FEDERAL  SAVINGS 
AND  LOAN  INSURANCE  CORPORATION  RECEIVERSHIPS. 

Categories  of  records  in  the  syeteau  THIS  SYSTEM  CONSISTS 
OF  A  VARIETY  OF  RECORDS  RELATING  TO  PERSONNEL 
ACTIONS  AND  DETERMINATIONS  REGARDING  IN¬ 
DIVIDUALS  WHILE  EMPLOYED  BY  THE  FEDERAL 
SAVINGS  AND  LOAN  INSURANCE  CORPORATION,  THE 
FEDERAL  HOME  LOAN  BANK  BOARD,  AS  CONSULTANTS 
TO  THE  BOARD.  OR  AS  EMPLOYEES  OF  A  FEDERAL 
SAVINGS  AND  LOAN  INSURANCE  CORPCMIATION 
RECEIVERSHIP.  THE  RECORDS  MAY  CONTAIN  INFORMA¬ 
TION  ABOUT  AN  INDIVIDUAL  RELATING  TO:  DATE  OF 
BIRTH;  SOCIAL  SECURITY  NUMBER;  VETERANS 
PREFERENCE;  TENURE;  PHYSICAL  HANDICAP;  PAST  AND 
PRESENT  SALARIES,  GRADES.  AND  POSITION  TriLES; 
AND  MAY  INCLUDE  LETTERS  OF  COMMENDATION. 
REPRIMANDS.  CHARGES.  AND  DECISION  ON  CHARGES; 
NOnnCES  OF  REDUCTIONS-IN-FORCE;  accident  RE¬ 
PORTS;  UPWARD-MOBILITY  INFORMATION;  LOCATOR 
FILES;  LOANS  WITH  SAVINGS  AND  LOANS;  PERSONNEL 
ACTIONS,  INCLUDING  BUT  NOT  LIMID  TO  APPOINTMENT, 
PROMOTION.  REASSIGNMENT,  DEMOTION.  WORK 
DETAIL.  TRANSFER.  AND  SEPARATION;  PROBATIONARY 
PERIOD;  TRAINING;  MINORITY  GROUP  INDICATOR;  LIFE 
INSURANCE,  HEALTH  BENEFITS,  AND  DESIGNATION  OF 
BENEFICIARY;  APPUCATION  FOR  EMPLOYMENT;  LET- 
TERS  OF  REFERENCE;  PERFORMANCE  RATINGS 
(MBO/KOI  OR  OTHER  AS  APPUCABLE);  DOCUMENTATION 
OF  PERSONNEL  ACTIONS  OR  DECISIONS  MADE  ABOUT 
THE  INDIVIDUAL;  AWARDS;  RECORDS  OF  EQUIPMENT 
AND  MATERIALS  ISSUED  TO  THE  INDIVIDUAL;  LEAVE 
AND  TIME-AND-ATTENDANCE  RECORDS;  TRAVEL 
RECORDS;  AND  OTHER  INFORMATION  REGARDING  THE 
INDIVIDUAL. 

Aathority  lor  aMlateaaBoe  of  the  ayaleni:  S  U.S.C.  1302,  2931, 
4118,  4306,  4306.  AND  EXECUTIVE  ORDER  10361.  DATED 
SEPTEMBER  13,  1934. 

Ronthw  aaca  of  racorda  aiahOaiawl  ha  the  ayaleB,  ha’hwilag  catego¬ 
ries  of  wera  aad  the  parposcs  of  each  ascs:  INFORMATION  IN 
THESE  RECORDS  IS  US^  OR  MAY  BE  USED: 

(1)  BY  BOARD  AND  RECEIVERSHIP  OFHCIALS  FOR 
REVIEW  IN  CONNECTION  WITH  TRAINING,  APPOINT¬ 
MENTS,  TRANSFERS.  PROMOTIONS,  REASSIGNMENTS. 
ADVERSE  ACTIONS  (INCLUDINO  DISCIPLINARY  AC¬ 
TIONS).  DETERMINATIONS  OF  QUALIFICATIONS  OF  AN 
INIXVIDUAL.  DETERMINATIONS  OF  CONFUCTS  OF  IN¬ 
TEREST,  EQUIPMENT  ASSIGNED  TO  AN  INIMVIDUAL,  EN¬ 
TITLED  BENEFITS,  LEAVE  AUTHORIZED  AND  USED. 
TRAVEL  UNDERTAKEN.  AND  RE-IMBURSEMENTS; 

(2)  BY  THE  CIVIL  SERVICE  COMMISSION  FOR  WHEN  A 
CURRENT  OR  FORMER  FEDERAL  EMPLOYEE  QUESTIONS 
THE  VALIDITY  OF  A  SPECIFIC  DOCUMENT  IN  HIS 
RECORD; 


(3)  BY  THE  COURTS  TO  RENDER  A  DECISION  WHEN  AN 
AGENCY  HAS  REFUSED  TO  RELEASE  TO  A  CURRENT  OR 
FORMER  FEDERAL  EMPLOYEE  A  RECORD  UNDER  THE 
FREEDOM  OF  INFORMATION  ACT; 

(4)  TO  PROVIDE  INFORMATION  TO  A  PROSPECTIVE  EM- 
ITX)YER  OF  A  CURRENT  OR  FORMER  FEDERAL  EM¬ 
PLOYEE; 

(3)  TO  PROVIDE  DATA  FOR  THE  AUTOMATED  CENTRAL 
PERSONNEL  DATA  FILE  (CPMO; 

(6)  TO  PROVIDE  DATA  TO  UPDATE  FEDERAL  AUTO¬ 
MATED  CAREER  SYSTEMS  (FACS),  THE  EXECUTIVE  IN¬ 
VENTORY  FILE,  SECURITY  INVESTIGATIONS,  THE  INDEX 
ON  NEW  HIRES.  AND  MATERIALS  CONCERNING  AD¬ 
VERSE  ACTIONS  AND  TERMINATION; 

(7)  TO  PROVIDE  INFORMATION  TO  A  FEDERAL  AGEN¬ 
CY,  IN  RESPONSE  TO  ITS  REQUEST,  IN  CONNECTION 
WITH  HIRING  OR  RETENTION  OF  AN  EMPLOYEE. 
LETTING  OF  A  CONTRACT.  OR  ISSUANCE  OF  A  UCENSE, 
GRANT,  OR  OTHER  BENEFIT  BY  THE  REQUESTING  AGEN¬ 
CY.  TO  THE  EXTENT  THAT  THE  INFORMATION  IS  RELE¬ 
VANT  AND  NECESSARY  TO  THE  REQUESTING  AGENCY’S 
DECISION  ON  THE  MATTER; 

(8)  IN  CONNECTION  WITH  REQUESTS  FOR  INFORMA¬ 
TION  FROM  A  FEDERAL.  STATE.  OR  lOCAL  AGENCY 
MAINTAINING  CTVIL,  CRIMINAL.  OR  OTHER  RELEVANT 
ENFORCEMENT  OR  OTHER  PERTINENT  INFORMATION. 
SUCH  AS  UCENSES,  IF  THE  OBTAINING  OF  SUCH  INFOR¬ 
MATION  IS  NECESSARY  TO  AN  AGENCY  DECTSION  CON- 
C:ERNING  hiring  or  retention  of  an  employee.  IS¬ 
SUANCE  OF  A  SECURITY  CXEARANCE.  LETTING  OF  A 
CONTRACT,  OR  ISSUANCE  OF  A  UCENSE.  GRANT,  OR 
OTHER  BENEFIT; 

(9)  TO  REFER,  WHERE  THERE  IS  INDICATION  OF  A 
VIOLATION  OR  POTENTIAL  VIOLATION  OF  LAW 
(WHETHER  CIVIL,  CTUMINAL.  OR  REGULATORY),  TO  THE 
APHIOPRIATE  FEDERAL.  STATE.  OR  LOCAL  AGENCY 
CHARGED  WITH  RESPONSIBIUTY  FOR  INVESTIGATING 
OR  PROSECUTING  SUCH  VIOLATION  OR  ENFORCINO  OR 
IMPLEMENTING  THE  FOR  UP  TO  TWO  YEARS  AFTER  EM¬ 
PLOYMENT  TERMINATION.  TRAVEL,  TIME-AND-AT¬ 
TENDANCE.  AND  LEAVE  RECORDS  ARE  RETAINED  FOR 
ONE  FISCAL  YEAR  BEYOND  THE  CURRENT  FISCAL 
YEAR,  C»  UNTIL  AUDITED.  WHICHEVER  IS  LATER.  IN¬ 
FORMATION  GATHERED  IN  CONNECmCW  WITH  THE 
MBOOCCH  PERFORMANCE  RATING  SYSTEM  IS  RETAINED 
-NO  MORE  THAN  ONE  YEAR  AFTER  AN  EMPLOYEE  AC¬ 
CEPTS  THE  RATING  GIVEN.  RECXIRDS  OF  RECEIVERSHIP 
FILES  ARE  RETAINED  PCHC  THREE  YEARS  AFTER  DIS¬ 
SOLUTION  OF  RECEIVERSHIP.  IN  THE  OES  WASHINGTON 
OFFICE  KARTffiX  CARDS  SUMMARIZING  PAST  OR 
PRESENT  EMPLOYEES’  EMPLOYMENT  HISTORIES  ARE 
MAINTAINED  PERMANENTLY. 

Syalon  MagriCa)  amd  aihhaaai  THE  BUSINESS  ADDRESS  OF 
EACH  SYSTEM  MANAGER  LISTED  BELOW.  UNLESS 
OTHERWISE  INDICATED.  IS: 

FEESRAL  HOME  LOAN  BANK  BOARD 
*  320  FIRST  STREET,  N.  W. 

WASHINOTON.  D.  C.  20332 

PERSONNEL  UAlSCm  OFFICER.  MANACKMENT 
SYSTEMS  DIVISION 
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PERSONNEL  LIAISON  OFFICER.  ACCOUNTING  AND 
FISCAL  OPERATION  BRANCH.  FINANCIAL 
MANAGEMENT  DIVISIC»a 
DIRECTOR.  C»nCE  OF  ECONOMIC  RESEARCH 
GENERAL  COUNSEL,  OFFICE  OF  THE  GENERAL 
COUNSEL 

DIRECTOR,  FEDERAL  SAVINGS  AND  LOAN 
INSURANCE  CORPORATION 
DIRECTOR,  GENERALIZED  SYSTEM  RESEARCH  AND 
DESIGN  raVISION  STATUTE.  OR  RULE. 
REGULATION,  OR  ORDER  ISSUED  PURSUANT  ' 
THERETO; 

(10)  AS  A  DATA  SOURCE  FOR  MANAGEMENT  INFORMA¬ 
TION  FOR  raODUCnON  OF  SUMMARY  DESCRIPTIVE 
STATISTICS  AND  ANALYTICAL  STUDIES  IN  SUPPORT  OF 
THE  FUNCTION  FOR  WHICH  THE  RECORDS  ARE  CCR^ 
LECTED  AND  MAINTAINED.  OR  FOR  RELATED  PERSON¬ 
NEL  MANAGEMENT  FUNCTIONS  OR  MANPOWER  STU¬ 
DIES,  AND  FOR  UTILIZATION  IN  RESPONSE  TO  GENERAL 
REQUESTS  FOR  STATISTICAL  INFORMATION  (WITHOUT 
PERSONAL  IDENTIFICATION  OF  INDIVIDUALS)  UNDER 
THE  FREEDOM  OF  INFORMATION  ACT  OR  TO  LOCATE 
SPECIFIC  INDIVIDUALS  FOR  PERSONNEL  RESEARCH  OR 
OTHER  PERSONNEL  MANAGEMENT  FUNCTIONS;  AND 

(11)  VERIFICATION  OF  EMPLOYMENT  FOR  CREDIT  PUR¬ 
POSES. 

Pottcies  aad  pracdccs  for  storing,  rctrievtag,  acocasing,  retaining, 
and  dimtoskag  of  records  in  the  sytcns: 

Star^:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS 
OR  ON  KARDEX  CARDS  IN  LOCKABLE  CXINTAINERS  OR 
IN  SECURED  ROOMS. 

Retrierability:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

Salegaards;  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACXESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Rcicntiaa  and  disposal:  RECORDS  ARE  GENERALLY 
RETAINED  UNTIL  60  DAYS  AFTER  TERMINATION  OF  EM¬ 
PLOYMENT.  SOME  RECORDS  (SUCH  AS  LETTERS  OF 
REPRIMAND.  MEMORANDA  FOR  THE  RECORD.  INFORMA¬ 
TION  ON  POSSIBLE  CONFLICTS  OF  INTEREST,  AND 
OTHER  SUCH  RECORDS)  ARE  RETAINED 

DIRECTOR.  OFFICE  OF  EXAMINATIONS  AND 
SUPERVISION 

DIRECTOR.  OFFICE  OF  HOUSING  AND  URBAN 
AFFAIRS 

DIRECTOR,  ADMINISTRATION  AND  METHODS 
DIVISION 

DIRECTOR.  OFHCE  OF  INDUSTRY  DEVELOPMENT 
DEPUTY  DIRECTOR.  OFFICE  OF  THE  FEDERAL  HOME 
LOAN  BANKS 

PERSONNEL  LIAISON  OFFICER,  INFORMATION 
SYSTEMS  DIVISION 
DISTRICT  DIRECTOR— EXAMINATIONS 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
ONE  UNION  STREET— FOURTH  FLCXIR 
BOSTON,  MASSACHUSETTS  02108 
DISTRICT  DIRECTOR— EXAMINATIONS 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
ONE  WORLD  TRADE  CENTER.  FLOOR  103 
NEW  YORK.  NEW  YORK  10048 
DISTRICT  DIRECTOR— EXAMINATIONS 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
11  STANWIX  STREET,  R(X)M  300 
PITTSBURGH,  PENNSYLVANIA  15222 
ASSISTANT  DISTRICT  DIRECTOR— ADMINISTRATION 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
-  260  PEACHTREE  STREET,  N.W. 

ATLANTA,  GECHIGIA  30303 

ASSISTANT  WSTRICT  EMRECTOR 

SILVER  SPRING  AREA  OFFICE 

OFRCE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

8701  GEORGIA  AVENUE,  ROOM  400 


SILVER  SPRING,  MARYLAND  20910 

ASSISTANT  DISTRICT  DIRECTOR 

CHARLOTTE  AREA  OFFICE 

OFFKH  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

4915  ALBEMARLE  ROAD 

CHARLOTTE,  NORTH  CAROLINA  28205 

ASSISTANT  EHSTRICT  DIRECTOR 

FC«T  LAUDERDALE  AREA  OFFICE 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

1525  SOUTH  ANDREWS  AVENUE 

FC»T  LAUDERDALE.  FLORIDA  33316 

DISTRICT  DIRECTOR— EXAMINATIONS 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

2400  DUBOIS  TOWER 

511  WALNUT  STREET 

CINCINNATI.  OHIO  45202 

ASSISTANT  DISTRICT  DIRECTOR 

CINCINNATI  AREA  OFFICE 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAI.  HOME  LOAN  BANK  BOARD 

2400  DUBOIS  TOWER 

511  WALNUT  STREET 

CINCINNATI,  OHIO  45202 

ASSISTANT  DISTRICT  DIRECTOR 

NASHVILLE  AREA  OFFICE 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

2209  CHESTMCXIR  ROAD 

NASHVILLE.  TENNESSEE  37215 

ASSISTANT  DISTRICT  DIRECTOR 

CANTON  AREA  OFFICE 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
229  WELLS  AVENUE.  N.  W. 

CANTON,  OHIO  44703 

ASSISTANT  DISTRICT  DIRECTOR 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

2950  INDIANA  TOWER 

ONE  INDIANA  SQUARE 

INIHANAPOLIS.  INDIANA  46204 

DISTRICT  DIRECim— EXAMINATIONS 

OFFTCE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

111  EAST  WACKER  ESOVE- UTTE  700 

CHICAGO.  ILLINOIS  60601 

DISTRICT  DIRECTC*— EXAMINATIONS 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

714  SECOND  AVENUE 

DES  MOINES,  IOWA  50309 

DISTRICT  DIRECTOR— EXAMINATIONS 

OFFICE  OF  EXAMINATIONS  A^ID  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

634  HARRISON  STREET 

TOPEKA.  KANSAS  66603 

ASSISTANT  DISTRICT  DIRECTOR 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

ROOM  379.  POST  OFFICE  BUILMNG 

lOTH  AND  STOUT  STREETS 

DENVER.  CXJLORADO  80202 

DISTRICT  DIRECTOR— EXAMINATIONS 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

600  STEWART  STREET.  SUITE  610 

SEATTLE,  WASHINGTON  98101 

DISTRICT  DIRECTOR— EXAMINATIONS 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

600  CALIFORNIA  STREET 

SAN  FRANCISCO.  CALIFORNIA  94108 

DISTRICT  DIRECTOR— EXAMINATIONS 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

1350  TOWER  BUILDING 

LITTLE  ROCK.  ARKANSAS  72201 

OFFICE  SUPERVISCWR 
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DALLAS  BRANCH  OFFICE 

OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
1100  COMMERCE  STREET.  ROOM  3B-29 
DALLAS,  TEXAS  75202 
OFFICE  SUPERVISOR 
HOUSTON  BRANCH  OFHCE 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
201  FANNIN  STREET.  ROOM  321 
HOUSTON,  TEXAS  77002 
ADMINISTRATIVE  OFFICER 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 

10001  WEST  ROOSEVELT  BOULEVARD 
WESTCHESTER.  ILLINOIS  60153 
RECEIVERSHIP  AGENT 
MIDWESTERN  OFFICE  RECEIVERSHIPS 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 

10001  WEST  ROOSEVELT  BOULEVARD 
WESTCHESTER.  ILLINOIS  60153 
MANAGER.  SCOTTSDALE  OFFICE 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 

6370  NORTH  SCOTTSDALE  ROAD 
SCOTTSDALE.  ARIZONA  85252 
RECEIVERSHIP  MANAGER 
NORTHWEST  GUARANTY  RECEIVERSHIP 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 
1100  TOWER  BUILDING 
SEATTLE.  WASHINGTON  98101 
WESTERN  OFFICE  MANAGER 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 

900  WILSHIRE  BOULEVARD.  SUITE  840 
LOS  ANGELES.  CALIFORNIA  90017 

NvtHIcfllioB  proccdun:  INQUIRIES  CONCERNING  RECCXIDS 
SHALL  BE  MADE  BY  NOTIFYING  THE  APPROPRIATE 
SYSTEM  MANAGER.  SUCH  NOTIFICATION  MUST  IN¬ 
CLUDE  THE  INDIVIDUAL’S  NAME.  SOCIAL  SECURITY 
NUMBER  OR  EMPLOYEE  IDENTIFICATION  NUMBER. 
DATE  OF  BIRTH.  OFFICE  OF  EMPLOYMENT  (INCLUDING 
LOCATION).  PERIOD  OF  EMPLOYMENT  AND  THE  NAME 
OF  THE  RECORD  SYSTEM. 

VLttm*  acccM  pnaOmrm:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MODIFICATION.  AEOITION.  AND 
DELETION)  SHALL  NOTIFY  THE  APPROPRIATE  SYSTEM 
MANAGER.  SUCH  NOTIFICATION  SHALL  INCLUDE  THE 
SAME  INFORMATION  REQUIRED  TO  BE  FURNISHED 
UNDER  ‘NOTIFICATION’,  H-US  A  STATEMENT  SETTINO 
FORTH  THE  DESIRED  ACCESS  OR  CHANGES  AND  THE 
REASONS  FOR  SUCH  CHANGES. 

CoatetliBC  reeard  proccdares:  SEE  “ACCESS  PROCTEDURES’’. 

lUcMd  aMTC*  cleiwrlM;  INFCMUdATION  IN  THIS  SYSTEM 
OF  RECORDS  MAY  HAVE  BEEN  OBTAINED  FROM  IHE  IN¬ 
DIVIDUAL.  HIS  IMMEDIATE  SUPERVISOR  OR  PERSONS  AT 
OTHER  SUPERVISORY  LEVELS,  THE  PERSONNEL  OFFICE, 
THE  PAYROLL  OFFICE,  SAVINGS  AND  LOAN  ASSOCIA¬ 
TIONS.  U.  S.  CIVIL  SERVICE  COMMISSION,  OR  OTHER 
SOURCES. 

PHLBB— 2 

SrHoB  mm:  manpower/budoet  system 

SyalM  locatioK  FEDERAL  H(»fE  LOAN  BANK  BOARD.  320 
FIRST  STREET,  N.W.  WASIDNOTON.  D.  C.  20552. 

CalefHiM  «f  MNMmIi  coMwd  bjr  Iht  qraloB:  ALL  CURRENT 
EMPLOYEES  OF  THE  FEESRAL  HOME  LOAN  BANK 
BOARD  AND  THE  FEDERAL  SAVINGS  AND  LOAN  IN¬ 
SURANCE  CORPCHIATION. 

Cali0HfH  «f  Noardi  M  th*  INDIVIDUAL  EMPLOYEE 

RECCMtOS  ARE  KEPT  BY  OFFICE  AND  AGENCY  AS  PCH^ 
LOWS:  NAME.  TITLE.  AWARDS.  AGE.  EC»>  DATE.  SERVICE 
CCHdPUTATION  DATE.  OCCUPATION  SERIES.  SOCIAL 
SECURTTY  NUMBER.  ORAI».  DATE  OF  LAST  WTIHIN- 
GRADE  RAISE.  DATE  OF  LAST  PRCAfOTKX4.  WTTHIN- 


GRADE  DUE-DATE.  AND  FJJOIBnJTY  FOR  PROMOTION. 
RECORDS  ARE  KEPT  PCXl  EACH  OFFICE  (AND.  WHERE  AP¬ 
PROPRIATE.  FOR  THE  AGENCY)  ON  NUMBER  OF  VACAN¬ 
CIES.  AUTHORIZED  POSITION  CEILINGS.  AND  NUMBER 
OF  EMPLOYEES. 

Aidturlty  lor  iMhitfiimrf  of  the  eyetw  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routhw  OKS  of  reoQidi  meiBlained  hi  the  qnleaii,  ineladhis  catefiH 
rice  ol  ueers  ud  the  piTpoeee  ci  eueh  mat  TO  PROVIDE 
MANAGEMENT  WTTH  DATA  ON  CTJRRENT  EMPLOYMENT. 
VACANC3ES.  AND  HISTORY  OF  EMPLOYEES;  FOR 
PREPARATION  OF  FUTURE  PERSONNEL  ACTIONS;  AND 
FOR  COMPUTERIZED  BUDGET  PROJECTIONS  FOR  THREE 
FISCAL  YEARS. 

Polldcs  and  practices  Cor  atcrhig,  retrierhn,  f  rcMiiig,  rctalehic, 
and  dhpodng  of  reconh  in  the  syten: 

Slon«e:  RECORDS  ARE  MAINTAINED  IN  NYLON  POST¬ 
DATA  FOLDERS. 

RetrieTaliility:  RECCBIDS  ARE  FILED  BY  NAME  OF  IN-  . 
DrvnHJAL.  ' 

SMegiMndK  ACXESS  IS  LIMITED  TO  I^SONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Rctenthn  and  dbpoaal:  RECORDS  ARE  RETAINED  FOR  ONE 
FISCAL  YEAR. 

SjretcM  mawagrrCa)  and  addrcee:  BUDGET  OFFICER.  FINAN¬ 
CIAL  MANAGEMENT  MVISION.  SEE  “LCXTATION”  FOR 
ADDRESS. 

NoMllcatioa  procedore:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAIdE.  SOCIAL  SECURITY 
NUMBER.  DATE  OF  BIRTH,  OFFICE  OF  EMPLOYMENT, 
PERIOD  OF  EldPLOYMENT.  AND  NAME  OF  RECORD 
SYSTEM. 

Record  accaas  pctxcdurca:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  THEIR  RECORDS 
CHANGED  (INCLUDING  MOEHF1CATICB4.  ADDITION.  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUEE  THE  SAME  INFOR- 
MATICX4  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION’’,  PLUS  A  STATEMENT  OF  THE  I^IRED 
ACCESS  OR  CHANGES  AND  THE  REASCMMS  FOR  SUCH 
CHANGES. 

Conleatiiv  record  procodarea:  SEE  “ACCESS  PROCEDURES’.. 
Record  aoarcc  categorica;  PERSCMNEL  RECCXU3S. 

PHLBB— 3 

^atcM  tamm  BIOGRAPHIES  AND  raOTOGRAPHS 
Syatan  hxatiaa:  FEE^RAL  HCBIE  LOAN  BANK  BOARD,  320 
FIRST  STREET,  N.W.,  WASHINGTON.  D.  C  20552. 

CategoriaB  al  jndMdaali  coeered  bjr  the  ayatenn  FEDERAL 
HOME  LOAN  BANK  BOARD  CHAIRMAN.  BOARD  MEM¬ 
BERS,  CBTICE  DIRECTORS  AND  KEY  PERSONNEL; 
FEDERAL  HOME  LOAN  BANK  PRESIDENTS;  FEDERAL 
SAVINGS  AND  LOAN  INSURANCE  CXHIPORATION  KEY 
PERSONNEL;  FEESRAL  SAVINGS  AND  LOAN  ADVISORY 
COUNCIL  MEMBERS;  FEDERAL  HOME  LOAN  MORTGAGE 
CXniFORATION;  AND  AldMINET  EXECUTIVE  STAFF. 

Categariaa  ol  record  fee  the  ayalaa:  BIOGRAPHICAL  NOTES 
AND  PHOTOGRAPHS. 

Anthorllsr  hr  aohdananca  ol  the  qnlane  5  U.S.C.  301;  44  U.S.C. 
3101. 

rtaa  oToaarrZid  thTpn^osea  ol  anch  mm  Ml.EAM  PO«VffiDIA 
USE  WHEN  THE  INSCRIBED  INMVIDUALS  ARE  INVITED 
TO  MAKE  AEXXIESSES.  ARE  APPCXNTED  TO  NEW  POSI¬ 
TIONS.  CXI  LEAVE  THROUGH  RESIGNATION.  RETIRE¬ 
MENT.  ETC 

NMaa  and  practloaa  lar  alarhig,  lotiicihu.  accaadng,  rotahdng, 
and  dhpoahv  <d  reoor*  in  the  qrloBB: 

StaragK  RECCXU3S  ARE  MAINTAINED  IN  FIL^  FCMJ3ERS. 
nurin  ofclli  REOCXIDS  ARE  FILED  BY  NAME  OF  IN- 
EHVIDUAL. 
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SMccMwdc:  NO  SAFEGUARDS  ARE  NEEDED.  SINCE 
THESE  RECCWDS  ARE  AVAILABLE  FOR  PUBLIC  DIS¬ 
TRIBUTION. 

nmallna  wmi  dbponl:  ONE  COPY  OF  EACH  BIOGRAPHY 
AND  PHOTOGRAPH  IS  RETAINED  PERMANENTLY. 

SylMi  auMacar(t)  and  addroK  DIRECTOR,  OFFICE  OF  COM¬ 
MUNICATIONS.  SEE  “LOCATION.’  FOR  A£ff«ESS. 

NatflicalkMii  proccduc:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 

■aoord  mootm  prooedarca:  RECORDS  MAY  BE  OBTAINED, 
CHANGED.  OR  UPDATED  BY  SUBMISSION  OF  MATERIAL 
TO  THE  SYSTEM  MANAGER. 

Pall  nil,  record  proce^kuea:  SEE  “ACCESS  PROCEDURES". 

Raeard  aoaroc  categoriea:  INFORMATION  IS  SUBMITTED  BY 
THE  INDIVIDUALS  WHOSE  RECORDS  ARE  MAINTAINED. 

FHLBB— 4 

Syatca  aaaM:  EMPLOYEE  SERVICE  RECORD  CARDS  (SF-7) 

^alca  kxatloa:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET.  N.W.,  WASHINGTON,  D.  C.  20552. 

Calcgnriri  of  iadhrkhiala  covered  bjr  Bk  ayatem:  ALL  CURRENT 
EMPLOYEES  AND  CONSULTANTS  IN  THE  MANAGEMENT 
SYSTEM  DIVISION. 

Categoriea  of  recorda  in  the  ayatem:  HISTORICIAL  RECORD  OF 
OFFICIAL  PERSONNEL  ACTIONS,  CONTAINING  A  CUR¬ 
RENT  LISTING  OF  SUCH  ACTIONS  TAKEN  WITH  REGARD 
TO  EACH  EMPLOYEE  WHILE  IN  THE  DIVISION. 

Aalhority  for  audnteaanoe  of  the  ayatem:  5  U.S.C.  301;  44  U.S.C. 
3101. 

Roatiac  aaca  of  reoorda  mahitaiBed  in  the  ayteem,  includiBg  catego¬ 
riea  of  uacra  aad  the  parposca  of  such  uses:  USED  AS  A  RE¬ 
MINDER  FILE  ON  PERSONNEL  ACTIONS.  USERS  ARE  THE 
DIVISION  DIRECTOR.  DEPUTY  DIRECTOR,  AND  PERSON¬ 
NEL  LIAISON  OFFICER. 

Policies  aad  practices  for  storiag,  rctrieviag,  acccaring,  retaining, 
and  dhpoaiag  of  records  in  the  sytem: 

Ster^:  RECORDS  ARE  MAINTAINED  IN  A  RECORDEX 
FOLDER. 

RatrievabUfty:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

SMcgnards:  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFI^L  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  FOR  A  PAR¬ 
TICULAR  JOB-RELATED  PURPOSE. 

Reteatioa  and  diaposal:  AN  INDIVIDUAL’S  RECORD  IS 
DESTROYED  UPON  TERMINATION  OF  EMPLOYMENT  IN 
THE  DIVISION. 

Syatem  aumager(s)  and  address:  PERSONNEL  LIAISON  OF¬ 
FICER.  MANAGEMENT  SYSTEMS  DIVISION.  SEE 
“LOCATION’.  FOR  ADDRESS. 

NadOcatioa  procedare:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME.  SOCIAL  SECURITY 
NUMBER.  PERIOD  OF  EMPLOYMENT,  AND  NAME  OF 
RECORD  SYSTEM. 

Record  access  procedares:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  ONCLUDING  MOEMFICATION.  ADDITION.  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  SAME  INFOR¬ 
MATION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”.  PLUS  A  STATEMENT  SETTING  FORTH 
THE  DESIRED  ACCESS  OR  CHANGES  AND  THE  REASONS 
FOR  SUCH  CHANGES. 

Caatestiag  reoard  procedares:  SEE  “ACCESS  PROCEDURES’.. 

Record  aoaroc  categories:  BOARD  PERSONNEL  OFFICE.  AND 
RECXMIDS  OF  OFFICIAL  PERSONNEL  ACTKWS. 
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Syatem  ^me:  HOME  OWNERS’  LOAN  CORPORATION  HOME 
LOAN  RECC«D6  (HOLC) 

Slyatem  location:  FEDERAL  RECC»U>S  CENTER.  NEW  YORK, 
NEW  YC«K. 

Categoriea  of  MividBate  covered  by  the  qatem:  INDIVIDUALS 
WHO  HAD  HOME  LOANS  WITH  THE  HCHjC. 


Categorier  of  reoorda  in  the  qratem:  NAME  AND  ADIAESS  OF 
HOMEOWNER;  LOCATION  OF  PROPERTY;  AMOUNT 
ORIGINALLY  LOANED  AND  SUBSEQUEhTT  LOAN  AC¬ 
TIONS;  ADVANCES,  PAYMENTS  TO  PRINCIPAL.  IN¬ 
TEREST.  TAXES  AND  INSURANCE  AND  BALANCES;  LOAN 
NUMBER. 

Autfiority  for  majntrnirr  of  the  syatem:  ACT  OF  JUNE  13. 
1933,  P.L.  7i-43,  SECTION  3,  48  STAT.  130. 

Rontinc  uaes  of  records  nudntained  in  the  lystam,  inciuding  catego¬ 
ries  of  uaers  and  the  pmpoaes  of  such  uses:  TO  PROVIDE  TO 
LAWYERS.  TITLE  INSlfilANCE  COMPANIES.  AND  OTHER 
INTERESTED  PARTIES  UPON  REQUEST,  LEGAL 
EVIDENCE  OF  THE  SATISFACTION  AND  RELEASE  OF 
MORTGAGE  INTERESTS. 

Policies  and  practices  for  storing,  retrieving,  acccashig,  irtalnini. 
and  disposing  of  records  in  the  sytenu 

Stor^:  RECORDS  ARE  MAINTAINED  ON  MICROFILM 
AND  PAPER  AT  THE  FEDERAL  RECORDS  CENTER. 

Reteievability:  RECORDS  ARE  FILED  BY  NAME,  WITH 
LOAN  NUMBER  ATTACHED. 

SMegumtk:  ACCESS  TO  HOME  LOAN  RECORDS  IS 
LIMITED  TO  INDIVIDUALS  WHOSE  RECORDS  ARE  MAIN¬ 
TAINED,  THEIR  OESCENDANTS,  OTHERS  HAVING  A 
LEGITIMATE  INTEREST  IN  THE  LOAN  PROPERTY.  AND 
BOARD  PERSONNEL  WHOSE  OFFICIAL  DUTIES  REQUIRE 
SUCH  ACCESS  AND  WHO  HAVE  A  NEED  TO  KNOW  THE 
INFORMATION  IN  SUCH  RECORD  FOR  A  PARTICULAR 
JOB-RELATED  PURPOSE. 

Rctentian  mid  dteposal:  RECORDS  ARE  RETAINED  PER¬ 
MANENTLY. 

Syatem  manager(s)  and  address:  SECRETARY  TO  THE  BOARD. 
FEDERAL  HOME  LOAN  BANK  BOARD.  320  FIRST  STREET, 
N.W..  WASHINGTON,  D.  C.  20552. 

Notification  procedure:  INQUIRIES  CONCERNING  RECORDS 
SHALL  BE  MADE  BY  NOTIFYING  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  IDENTIFY  THE  RECORD 
SYSTEM  AND  INCLUDE  THE  INIMVIDUAL’S  NAME  AND 
LOAN  NUMBER  (WHERE  APPUCABLE). 

Record  access  procedures:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECX)RDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MODIFICATION.  ADDITION,  OR 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTTFICATTON  SHALL  INCLUDE  THE  SAME  INFOR¬ 
MATION  REQUIRED  UNDER  “NOTIFICATION”.  PLUS  A 
STATEMENT  SETTING  FORTH  THE  DESIRED  AfXESS  OR 
CHANGES  AND  THE  REASON  FOR  SUCH  CHANGES. 

Contesting  record  procedures:  SEE  “ACXTESS  PROCEDURES”. 

Reoard  source  categories:  HOME  OWNERS.  LOAN  CORPORA¬ 
TION. 
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Syatem  name:  DISTRICT  BANK  OFFICERS’  BKXJRAPHY  FILE 

Syatem  locatioB:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET.  N.W..  WASHINGTON.  D.  C.  20552. 

Categories  of  individuals  covered  by  the  system:  ALL  FEDERAL 
HOME  LOAN  BANK  OFFICERS. 

Categories  at  records  in  the  syatem:  RESUMES  AND  AnXJINT- 
MENT  HISTORIES.  INCLUDING  SALARY  INFORMATION. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  ones  of  records  mnintBlmd  in  the  ayatem,  catego¬ 

ries  of  users  and  the  pm-poaiis  of  aucb  uses:  TO  PROVIDE 
GENERAL  BACKGROUND  INFCMIMATION  ON  BANK  OF¬ 
FICERS  FOR  USE  BY  THE  IMRECTOR.  OFFICE  OF  THE 
FET^RAL  HOME  LOAN  BANKS.  AND  THE  BOARD.  INFOR¬ 
MATION  OTHER  THAN  SALARY  DATA  IS  FURNISHED  TO 
THE  PUBLIC  UPON  REQUEST. 

Micies  aaal  practfccs  for  staring,  retrieving,  aeceariag,  retahdi^, 
and  dispoalng  of  records  in  the  sytem: 

Storage:  RECORDS  ARE  MAINTAINED  IN  FILING 
CABINETS  IN  FILE  FOLDERS. 

RctrievabOity:  RECORDS  ARE  FILED  BY  NAME  OF  IN- 
IMVIDUAL. 

SnicfBnrds:  ACCESS  TO  SALARY  DATA  IS  LIMITED  TO 
PERSeXMNEL  WHO  HAVE  A  NEED  TO  KNOW  THE  INFOR¬ 
MATION  FCHR  A  JC»-RELATED  PURPOSE. 


^v,  AUGUST  ar.  tees 
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niwf --  md  iHipiMl!  RECORDS  ARE  RETAINED  PER¬ 
MANENTLY. 

^alMi  ■■■■■«<•)  mmI  adthw  ADKaNISTRATTVE 
ASSISTANT  (ELECTIONS),  COTICE  OF  THE  FEE^RAL 
HOME  LOAN  BANKS.  SEE  “LOCATION”  FOR  AIX»ESS. 

NMlBotfoa  pneedmrK  INQUIRIES  CONCERNINO  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 

RMar4  accw  pneedimm:  PERSONS  WISHINO  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  SHALL  NOTIFY  THE  SYSTEM 
MANAGER.  SALARY  INFORMATION  IS  CH^fLY  AVAILABLE 
TO  THE  INDIVIDUAL  WHOSE  RECORD  IS  KEPT,  AND  A 
REQUEST  FOR  SUCH  INFORMATION  MUST  INCLUIMB  THE 
INDIVIDUAL’S  NAME.  DATE  OF  BIRTH,  SOCIAL  SECURITY 
NUMBER,  AND  PERIOD  OF  EMPLOYMENT.  INQUIRERS 
WISHING  TO  CONTEST  RECORDS  MAY  DO  SO  THROUGH 
THE  SYSTEM  MANAGER. 

Cofltesttef  nconl  proccdwss  SEE  “ACCESS  PROCEDURES.’. 

Rcoord  Mmrcc  categories:  THE  INIHVIDUALS  WHOSE 
RECCHIDS  ARE  KEPT.  AND  THE  FEDERAL  HOME  LOAN 
BANKS.  . 
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System  aaaic:  DISTRICT  BANK  OFFICER’S  SALARY  CARDS 

System  locattea:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET,  N.W.,  WASHINOTON,  D.  C.  20552. 

Categories  of  iadhrldaals  cohered  by  the  qrsteas:  ALL  OFFICERS 
OF  FEDERAL  HOME  LOAN  BANKS. 

Categorim  of  reconto  Is  the  system:  SALARY  HISTORY. 

Aathority  lor  omiateBaBcc  of  the  system:  5  U.S.C.  301,  44  U.SC. 
3101. 

Roodae  uses  of  recoedi  mafatfslard  la  the  system,  tnfhiiHag  catego¬ 
rim  of  men  aad  the  porposes  of  aocfa  oscs:  FOR  DETERMINA¬ 
TION  OF  SALARY  REQUIREMENTS  AND  REVIEW  OF  SA¬ 
LARY  HISTORY  BY  DIRECTOR.  OFFICE  OF  FEDERAL 
HOME  LOAN  BANKS;  BOARD  MEMBERS;  FEDERAL  HOME 
LOAN  BANK  PRESIDENTS-  AND  THE  FEDERAL  RESERVE 
BOARD  (UPON  REQUEST.  THE  FEDERAL  RESERVE  BOARD 
IS  FURNISHED  SALARY  INFORMATION  BY  POSmON 
ONLY). 

PoUrim  aad  practioes  for  atoriag,  retrieriag,  acoeaaiteg,  retsMag, 
aad  dhpoahig  of  recordi  ia  the  syteav 

Stor^:  RECORDS  ARE  MAINTAINED  IN  A  CARD  FILE. 

RetriembfUty:  RECXIRDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

Sategiiards:  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACXTBSS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE.  AC¬ 
CESS  IS  GRANTED  BY  THE  ADMINISTRATIVE  ASSISTANT 
(ELECTIONS).  OFFICE  OF  THE  FEDERAL  HOME  LOAN 
BANKS. 

Retaatioa  aad  dhpoaal:  RECORDS  ARE  RETAINED  PER¬ 
MANENTLY. 

System  managrrls)  aad  address:  ADMINISTRATIVE 
ASSISTANT  (ELECTIONS),  OFFICE  OF  THE  FEDERAL 
HOME  LOAN  BANKS.  SEE  “LOCATION”  FOR  ADI»IESS. 

NotIBcattoa  procedare:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INDIVIDUALS  INQUIRING  ABOUT  THEIR  OWN  RECORDS 
MUST  SUPPLY  NAME.  DATE  OF  BIRTH,  SOCIAL  SECURITY 
NUMBER.  AND  PERIOD  OF  EMPLOYMENT. 

Scoard  acccm  procaihmci;  PERSONS  WISHINO  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  SHALL  NOTIFY  THE  SYSTEM 
MANAGER,  FURNISHING  THE  INFORMATION  REQUIRED 
UNDER  “NOTIFICATION”  IN  THE  CASE  OF  INMVIDUAL 
REQUESTS.  INIHVIDUALS  WISHING  TO  HAVE  THEIR 
RECORDS  CHANGED  (INCLUDING  MODIFICATION,  A£ff>I- 
TTON,  OR  DELETION)  SHALL  SO  NOTIFY  THE  SYSTEM 
MANAGER,  FURNISHINO  THE  INFORMATION  REQUIRED 
UNDER  “NOTIFICATION”  AND  A  STATEMENT  OF  THE 
DESIRED  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 

Coatesthig  record  procedorcs:  SEE  “ACCESS  PROCEDURES”. 

Reeatd  eoarrf  cateaerlcs:  MINUTES  OF  MEETINGS  OF  THE 
FEDERAL  HOIiffiLOAN  BANK  BOARD  OR  OF  THE  BOARDS 
OF  DIRECTORS  OF  THE  FEDERAL  HOME  LOAN  BANKS. 


Syatem  maas:  CANIHDATES  PC«  EMPLOYMENT 

^atem  hKarioeu  SEE  “SYSTEM  MANAGER”. 

Categories  of  hidMdaale  cowered  by  the  ejetem;  CANDIDATES 
FOR  EMPLOYMENT  BY  THE  FEI^RAL  HOME  LOAN  BANK 
BOARD. 

Categiorin  of  recordi  ia  the  ^eteaa  RESUMES,  LETTERS  OF 
REFERRAL,  TRANSCTUFTS,  AND  INTERNAL  AGENCY 
MEMCHIANDA. 

Aathority  lor  mahdrmairr  of  the  eyatim-  5  U.S.C.  301,  44  U.S.C. 
3101. 

asm  of  records  amhetedaed  be  the  svateteL  iaciadhm  cateaa- 
rim  of  asers  sod  the  parposes  of  each  asm:  THESE  MATERIALS 
ARE  USED  BY  AOENCTT  OFFICIALS  TO  EVALUATE 
QUALIFICATIONS  OF  CANIHDATES  F(»  EMPLOYMENT. 

A  RECCBU)  FROM  THIS  SYSTEM  CH'  RECXJRDS  MAY  BE 
DISCLOSED  AS  A  “ROUTINE  USE”  TO  A  FEDERAL.  STATE 
OR  LOCAL  AGENCY  MAINTAINING  CIVIL.  CRIMINAL  OR 
OTHER  RELEVANT  ENPCHICEMENT  INFC«MATTON  OR 
OTHER  PERTINENT  INFCHtMATTON,  SUCH  AS  CURRENT 
LICENSES.  IF  NECESSARY  TO  OBTAIN  INFORMATT(H4 
RELEVANT  TO  AN  AGENCY  DEOSION  CONCERNING  THE 
HIRING  OR  RETENTION  OF  AN  EMPLOYEE,  THE  IS¬ 
SUANCE  OF  A  SECURITY  CLEARANCE.  THE  LETTING  OF 
A  CONTRACT.  OR  THE  ISSUANCE  OF  A  LICENSE.  GRANT 
OR  OTHER 

ftdictes  sad  piaclkes  lor  alorhig,  retrieriag,  acoeaelag,  retaiahgi, 
aad  dhposfaig  of  recorde  ia  the  syteau 

Stear^  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS. 
AN  n^EX  CARD  SUMMARIZING  EACH  APPUCAHON  IS 
ALSO  PREPARED  AND  FILED. 

RetrievabiUty:  RECCBIDS  ARE  FILED  BY  NAME  OF  CAN- 
IXDATE 

Safegaarde:  ACCESS  IS  LIMITED  TO  SUPERVISORS  AND 
PERS<»fNEL  MANAGEMENT  DIVISICH4  EMPLOYEES 
WHOSE  OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND 
WHO  HAVE  A  NEED  TO  KNOW  THE  INFORMATIC»4  IN  A 
RECORD  P(»  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Reteathm  mal  dteposal:  FILES  ARE  RETAINED  F(»  TWO 
YEARS.  FILES  ON  CANDIDATES  HIRED  ARE  TRANS¬ 
FERRED  TO  THE  INTERNAL  OFFICE  PERSONNEL  FILES 
OR  TO  THE  OFFICIAL  PERSONNEL  FILES,  AS  AP¬ 
PROPRIATE.  THE  INDEX  CARDS  SUMMARIZING  EACH  AP¬ 
PLICATION  ARE  RETAINED  FCBl  TWO  YEARS  BY  THE  PER¬ 
SONNEL  MANAGEMENT  DIVISION  UNLESS  THE  AH»U- 
CANT  IS  HIRED.  IN  WHICH  CASE  THE  INDEX  CARD  IS 
DESTROYED  AND  THE  REMAINDER  OF  THE  FILE  IS 
TRANSFERRED  TO  THE  EMPLOYEE’S  OFFICIAL  PERSON¬ 
NEL  FOLDER. 

Syatem  BWBaga<s)  asKl  address: 

DEPUTY  DIRECTOR 

OFFICE  OF  THE  FEDERAL  HOME  LOAN  BANKS 
FEDERAL  HOME  LOAN  BANK  BOARD 
320  FIRST  STREET,  N.W. 

WASHINOTON.  D.  C  20552 
CHILF.  PERSONNEL  OPERATIONS  BRANCH 
PERSONNEL  MANAGEMENT  EBVISION 
FEI^RAL  HOME  LOAN  BANK  BOARD 
320  FIRST  STREET,  N.W. 

WASHINGTON.  D.  C  20552 
ASSISTANT  IMSTRICT  DIRECTOR— PERSONNEL 
DEVELOPMENT 

OFFICE  ex'  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
260  PEACHTREE  STREET.  N.W. 

ATLANTA,  GEC»GIA  30303 
IHSTRICT  DIRECrCXl— EXAMINATKB4S 
OFFICE  OT  EXAMINATT(»fS  AND  SUPERVISION 
FEE«RAL  HOME  LOAN  BANK  BOARD 
BOX  828 

TCffEKA,  KANSAS  66601 

NottBcathm  procedare;  INQUIRIES  CONCERNINO  RECORDS 
SHALL  BE  MADE  BY  NOTIFYINO  THE  AITROPRIATE 
SYSTEM  MANAGER.  SUCH  NOTIFICATTON  MUST  IN¬ 
CLUDE  NAME.  DATE  OF  BIRTH,  SOCIAL  SECURITY 
NUMBER.  AND  NAME  OF  RECCBID  SYSTEM. 
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FB>BtAL  HOME  LOAN  lANK  BOAH> 


RMard  aocca  proced—i  PERSONS  DESIRING  ACXZESS  TO 
THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS  CHANGED 
(INCLUDING  MODIFICATION,  ADIHTION,  AND  r«LETION) 
SHALL  NOTIFY  THE  APPROPRIATE  SYSTEM  MANAGER. 
FURNISHING  HIM  THE  INFORMATION  REQUIRE  UNl^R 
••NCmFICATION”.  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES.  • 

Coalcfltii«  raoord  procedTeK  SEE  “ACC^ESS  PROCEDURES”. 

Record  wrce  catafories:  INDIVIDUALS  WHOSE  RECORDS 
ARE  KEPT;  INN^UALS  RECOMMENDING  AN  APPU- 
CANT,  AGENCY  PERSONNEL  OFFICE.  CIVIL  SERVICE 
COMMISSION,  COLLEGE  PLACEMENT  OFFICERS. 
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SyalCB  MBw:  CANDIDATES  FOR  APPOINTED  DIRECTOR¬ 
SHIPS  OF  FEDERAL  HOME  LOAN  BANKS. 

SyMoa  localloa:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET,  N.W.,  WASHINGTON,  D.  C.  20552. 

Calcforiti  of  ladhrMuals  oorcrcd  by  the  ayatam:  CANDIDATES 
FOR  APPOINTED  DIRECTORSHIPS  OF  THE  FEDERAL 
HOME  LOAN  BANKS. 

Categoriti  cf  records  M  the  qratem:  RESUMES  OF  POTENTIAL 
CANDIDATES.  REFERRAL  LETTERS,  AND  INTERNAL 
AGENCY  MEMORANDA. 

Aathoiity  for  laefcitmsncc  of  tlM  syilcm:  SECTION  7  OF  THE 
FEDERAL  HOME  LOAN  BANK  ACT  (12  U.S.C  1427). 

RoatMc  aaes  of  recorde  laalntafawd  fas  the  syalcm,  iaclading  calcgo- 
rfcs  of  oacn  aad  the  purposes  of  such  uses:  INFORMA'nON  IS 
USED  BY  THE  DIRECTOR  OF  THE  OFFICE  OF  FEDERAL 
HOME  LOAN  BANKS  AND  BY  BOARD  MEMBERS  TO 
DETERMINE  QUAUFICATTONS  AND  AVAILABILITY  OF 
CANDIDATES  BEING  CONSIDERED  AS  APPOINTED 
DIRECTORS  OF  FEDERAL  HOME  LOAN  BANKS.  INFORMA¬ 
TION  FROM  THIS  SYSTEM  MAY  BE  CONVEYED  TO  THE 
PRESIDENTS  AND  STAFFS  OF  THE  REGIONAL  FEDERAL 
HOME  LOAN  BANKS.  AND  TO  THE  EXECUTIVE  OFFICE 
OF  THE  RESIDENT  OF  THE  UNITED  STATES. 

Policies  aad  practiees  for  stiiihn,  retrleefan,  accesslBg,  retatafug, 
and  disposing  of  records  fee  the  qrtcni: 

Stance:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS. 

Retrfeeabillty:  RECORDS  ARE  FILED  BY  NAME  OF  CAN¬ 
DIDATE. 

SMcguaids:  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OPFIC3AL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  FOR  A  PAR¬ 
TICULAR  JOB-RELATED  PURPOSE.  ACCESS  IS 
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System  amae:  DEPOSITORS/ACCOUNT  HOLDERS  IN 
DEFAULTED  ASSCXTATTONS 

System  locatioa:  SEE  “SYSTEM  MANAGER”. 

Categortci  of  iadhridaals  covered  by  the  system:  EVERY  IN¬ 
DIVIDUAL  WITH  AN  ACXOUNT  IN  A  DEFAULTED  AS- 
SCXIATION. 

Categories  of  records  la  the  system:  INFORMATION  PERTAIN¬ 
ING  TO  THE  ACXOUNT  OF  AN  INDIVIDUAL.  INCLUDING 
THE  TYPE  OF  ACCOUNT,  ACCOUNT  BALANCZE,  RATE  OF 
RETURN  AND  INTEREST  EARNED.  INSURANCE  PAY- 
MENT,  AND  OTHER  INFORMATION  RELATING  TO 
SAVINGS  ACCOUNTS. 

Authority  far  matntenmicf  of  the  system:  402,  405  OF  THE  NA¬ 
TIONAL  HOUSING  ACTT. 

Rordiae  asm  of  records  mslatsfairti  In  the  ^atern.  InchMling  catego- 
rim  of  rmers  aad  the  purpoam  of  such  ram:  INFORMATION  CON¬ 
TAINED  IN  THIS  RECORD  SYSTEM  MAY  BE  DISCLOSED: 

(1)  IN  CONNECTION  WITH  SETTLEMENT  OF  INSURANCE 
CLAIMS  AGAINST  DEFAULTED  INSTITUTIONS  INSURED 
BY  THE  FEDERAL  SAVINGS  AND  LOAN  INSURANCE  COR¬ 
PORATION,  TO  REPRESENTATIVES  OF  THE  CORPORATION 
(INCLUDING  A  PRIVATE  CONTRACTOR  ASSISTING  IN  IN¬ 
SURANCE  SETTLEMENT  ACllVniES  BY  PROVIDING 
NEEDED  DATA  FRCXJESSING  OR  OTHER  SERVIC^BS); 

O  FOR  CTCEDIT  CHECKS  (CONSISTENT  WITH  THE  FAIR 
CREDIT  REPORTING  ACT)  BY  INDIVIDUALS,  FIRMS,  OR 
AGENCIES  WISHING  TO  VERIFY  AN  INIMVIDUAL’S 
FINANCTAL  STANDING; 


(3)  IN  THE  EVENT  THAT  A  SYSTEM  OF  RECORDS  MAIN¬ 
TAINED  BY  THE  FEDERAL  SAVINGS  AND  LOAN  IN¬ 
SURANCE  CORPORATION  TO  CARRY  OUT  ITS  FUNCTIONS 
INDICATES  A  VIOLATION  OR  POrTENTTAL  VIOLATION  OF 
LAW,  WHETHER  C3VIL,  CRIMINAL  OR  REGULATORY  IN 
NATURE.  AND  WHETHER  ARISING  BY  GENERAL 
STATUTE  OR  PARTTCXJLAR  PRCORAM  STATUTE.  OR  BY 
REGULATION.  RULE  C«  CBCDER  ISSUED  PURSUANT 
THERETO,  THE  RELEVANT  RECORDS  IN  THE  SYSTEM  OF 
RECORDS  MAY  BE  REFERRED,  AS  A  ROUTINE  USE,  TO 
THE  APPROPRIATE  AGENCY,  WHETHER  FEDERAL. 
STATE,  LCXLVL  OR  FOREIGN,  CHARGED  WITH  THE 
RESPONSIBILITY  OF  INVESTIGATING  OR  PROSECXJTTNG 
SUCH  VIOLATION  OR  CHARGED  WITH  ENFORCING  OR 
IMPLEMENTING  THE  CTATUTE,  CHI  RULE.  REGULATION 
OR  ORDER  ISSUED  PURSUANT  THERETO;  AND 

(4)  TO  FEDERAL.  STATE  AND  lOCIAL  AUIHORITTES.  IF 
NECHSSARY  FOR  ASSESSMENT.  COMPUTATION,  AND 
COLLECnrON  OF  FEDERAL.  STATE,  AND  lOCAL  TAXES 
IN  ACXORDANCE  WITH  ESTABLISHED  PROCEDURES. 

Polfcics  aad  practiom  for  staring,  rctrievhig,  aooeariag,  retaining, 
and  dfatpnrfwg  of  records  far  the  sytem: 

Stan«e:  RECORDS  ARE  MAINTAINED  IN  LOCKABLE 
CONTAINERS  AND  ON  MAGNETIC  TAPE  OR  OTHER 
RETRIEVAL  DEVICES  FOR  USE  IN  CXJMPUTER  SYSTEMS. 

RetrievabUlty:  RECX)RDS  ARE  FILED  BY  A  COMBINATION 
OF  NAME  AND  ACXX)UNT  NUMBER. 

Si^guards:  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Rctcntian  and  dhpoaal:  RECORDS  ARE  RETAINED  FOR  TEN 
YEARS  AFTER  FINAL  PAYMENTS  ARE  DISTRIBUTED. 

System  maaagerCs)  and  addtem: 

RECEIVERSHIP  AGENT 
MIDWESTERN  OFFICE  RECEIVERSHIPS 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CCHUPORATTON 

10001  WEST  ROOSEVELT  BOULEVARD 
WESTCHESTER,  ILLINOIS  60153 
INSURANCE  SETTLEMENT  OFFICE 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CX)RPORATTON 

10001  WEST  ROOSEVELT  BOULEVARD 
WESTCHESTER,  ILLINOIS  60153 
MANAGER,  SCXHTSDALE  OFFICE 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 

6370  NORTH  SCOTTSDALE  ROAD 
SCOTTSDALE,  ARIZONA  85252 
RECEIVERSHIP  MANAGER 
NORTHWEST  GUARANTY  RECEIVERSHIP 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CXJRPORATTON 
1 100  TOWER  BUILDING 
SEATTLE.  WASHINGTON  98101 

Notlficallon  procedure:  INQUIRIES  CONCERNING  RECORDS 
SHALL  BE  MADE  TO  THE  APPUCABLE  SYSTEM 
MANAGER.  FURNISHING  NAME  OF  THE  INDIVIDUAL, 
NAME  OF  INSmUTTON  WHERE  ACCOUNT  WAS  HELD. 
ACXOUNT  NUMBER.  AND  THE  NAME  OF  THE  RECORD 
SYSTEM. 

Record  aceem  procedures:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MODIFICATTCW,  ADDITION,  AND 
GAINED  ONLY  THROUGH  THE  ADMENISTRATTVE 
ASSISTANT  (ELECTTONS),  OFFICH  OF  THE  FEDERAL 
HOME  LOAN  BANKS. 

Retention  and  diapoaal:  RECORDS  ARE  RETAINED  FOR 
THREE  YEARS,  UNLESS  A  CANIHDATE  IS  APPOINTED. 
RECORDS  OF  APPOINTEES  ARE  TRANSFERRED  TO  THE 
DISTRICT  BANK  BOARD  OF  IHkECrrORS  BKXjRAPHY  FILE. 

System  manager(s)  and  address:  AI^flNISTRATTVE 
ASSISTANT  (ELECTIONS),  OFFICE  OF  THE  FEDERAL 
HOME  LOAN  BANKS.  SEE  “LOCATION”  FOR  ADDRESS. 

NotiBcatian  procedure:  INQUIRIES  CONCERNING  RECORDS 
SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER.  SUCH 
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NOTIFICATION  MUST  INCLUDE  THE  CANMDATE’S  NAME 
AND  BANK  DISTRICT. 

RM»rd  aocMS  prondans:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECCHIDS 
CHANGED  (INCLUDING  MODIFICATION,  ADDHION  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
FURNISHING  THE  INFORMATION  REQUIRED  UNE^ 
“NOTIFICATION*’,  PLUS  A  STATEMENT  OF  DESIRED  AC¬ 
CESS  OR  CHANGE  AND  THE  REASC^S  FOR  SUCH 
CHANGES. 

Coaleatias  record  prooodares:  SEE  “ACCESS  PROCTEDURES’*. 

Record  aouroc  calesoriaB:  POTENTIAL  CANDIDATE;  LET¬ 
TERS  OF  REFERENCE  FOR  APPOINTED  DIRECTOR; 
MEMORANDA.  DELETION)  SHALL  NOTIFY  THE  AP¬ 
PROPRIATE  SYSTEM  MANAGER.  SUCH  NOTIFICATION 
SHALL  INCLUDE  THE  INFORMATION  REQUIRED  UNDER 
“NOTIFICATION”,  PLUS  A  STATEMENT  SETTING  FORTH 
THE  DESIRED  ACCESS  OR  CHANGES  AND  THE  REASC»aS 
FOR  SUCH  CHANGES. 

Coatcatkis  record  procedarea:  SEE  “ACCESS  FR(X]EDURES”. 

Record  source  caiccorics:  DEFAULTED  ASSOCIATION 
RE(X)RDS.  THE  INDIVIDUAL  WHOSE  RECORD  IS  MAIN¬ 
TAINED.  AND  THE  FEDERAL  SAVINGS  AND  LOAN  IN¬ 
SURANCE  CORPORATION,  ITS  AGENTS  AND  CONTRAC¬ 
TORS. 
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Syaten  auac:  BIOGRAPHICAL  FILE  OF  FEDERAL  HC»(E 
LOAN  BANK  DIRECTORS 

Syateai  iocatioa:  FEDERAL  HOME  LOAN  BANK  BOARD,  320 
FIRST  STREET,  N.W.,  WASHINCHON.  D.  C.  20552. 

Categories  of  iadhridaals  edrered  by  the  system:  CTJRRENT 
FEDERAL  HOME  LOAN  BANK  DIRECTORS. 

Categories  of  records  ia  the  system:  RESUMES. 

Authority  (or  maintenaace  of  the  system:  12  U.S.C.  1427. 

Routine  uses  of  records  nudntafawd  fas  the  syateas.  iarhidiiig  catego- 
lies  of  users  aad  the  purposes  of  such  uses:  TO  DETEkMI]^ 
THAT  DIRECTORS  ARE  QUALIFIED  AND  THAT  AP¬ 
POINTED  DIRECTORS  HAVE  NO  CONFLICTS  OF  IN¬ 
TEREST;  USERS  ARE  MEMBERS  OF  THE  FEDERAL  HOME 
LOAN  BANK  BOARD,  PRESIDENTS  OF  THE  FEDERAL 
HOME  LOAN  BANKS.  THE  DIRECTOR  OF  THE  CMTTCE  OF 
THE  FEDERAL  HOME  LOAN  BANKS.  AND.  UPON 
REQUEST,  THE  PUBLIC. 

Policies  aud  praetkes  (or  storing,  retrieviag,  accessing,  retniahig, 
and  disposing  of  records  in  the  sytem: 

Ston«c:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS. 

Retricrabaity:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

Safeguards:  NO  SAFEGUARDS  ARE  NEEDED.  SINCH 
THESE  RECORDS  ARE  AVAILABLE  FOR  PUBUC  DIS¬ 
TRIBUTION. 

Retention  and  disposal:  RECORDS  ARE  RETAINED  PER¬ 
MANENTLY. 

System  maaager(s)  aad  address;  ADMINISTRATIVE 
ASSISTANT  (ELECTIONS).  OFFICE  OF  THE  FEDERAL 
HOME  LOAN  BANKS.  SEE  “L(X::ATI0N”  FOR  ADDRESS. 

NotiOcatioa  procedure:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 

Record  accem  procedures:  PERSONS  DESIRINO  ACCTESS  TO 
THE  RECORDS  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
INDIVIDUALS  WISHING  TO  UPDATE  THEIR  FILES  SHALL 
FURNISH  NAME.  DATE  OF  BIRTH.  AND  SCXTAL  SECURITY 
NUMBER. 

Caaiealii^  record  procedures:  SEE  “ACCESS  PROCEDURES”. 

Record  source  categories:  FEDERAL  HCHKE  LOAN  BANK 
DIRECTORS  AND  BANK  PRESIDENTS. 
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System  amae:  PAYROLL/PERSONNEL 

Syatem  Iocatioa:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET,  N.W.,  WASHINGTON,  D.  C.  20552.  • 

Categories  of  hrihrldaals  coeered  by  the  systeau  ALL  CURRENT 
EMPLOYEES  AND  ALL  FORMER  EMIT.OYEES  WHOSE  EM¬ 
PLOYMENT  TERMINATED  WITHIN  THE  CURRENT  CALEN¬ 
DAR  YEAR. 


Categorfas  of  records  hi  the  systcas:  INPCNRMATICH4  PERTAIN¬ 
ING  TO  (1)  EMPLOYEE  STATUS.  GRADE.  SALARY,  PAY 
PLAN,  HOURS  WC«KED.  HOURS  OF  LEAVE  TAKEN  AND 
EARNED,  HOURLY  RATE,  CHIOSS  PAY.  TAXES.  EMEDUC- 
nONS.  NET  PAY,  LOCATION,  AND  PAYROLL  HISTORY; 
AND  (2)  EMPLOYEE  RESH^NCE.  0FFIC:E,  SOCIAL  SECURI¬ 
TY  NUMBER,  AND  ADDRESS. 

Authority  for  malideiiasire  of  the  system:  5  U.S.C  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  nudnlained  in  the  qrstcas,  iadading  catrgo- 
rim  of  users  and  the  pmposes  of  such  uses:  (1)  INFORMATION 
CONTAINED  IN  THESE  RECORDS  IS  AVAILABLE  FOR 
INTRA-AGENCY  USE  IN  DETERMINING  CURRENT  EM¬ 
PLOYMENT  STATUS  OF  EMPLOYEES,  HISTORY  OF 
PAYRCRX/PERSONNEL  ACTIONS.  BI-WEEKLY  GROSS  PAY. 
TAXES.  DEDUCTKWS,  AND  NET  PAY,  TOTAL  WAGES 
PAID  TO  DATE  AND  DEDUCTIONS  PAID.  (2)  IN  THE  EVENT 
THAT  A  SYSTEM  OF  RECORDS  MAINTAINED  BY  THE 
BOARD  TO  CARRY  OUT  ITS  FUNCTIONS  INDICATES  A 
VIOLATION  OR  POTENTIAL  VIOLATKW  OF  UVW, 
WHETHER  CIVIL,  CRIMINAL  OR  REGULATORY  IN  NA¬ 
TURE,  AND  WHETHER  ARISING  BY  GENERAL  STATUTE 
OR  PARTICULAR  PROGRAM  STATUTE.  OR  BY  REGULA¬ 
TION.  RULE  OR  ORI^  ISSUED  PURSUANT  THERETO, 
THE  RELEVANT  RECORDS  IN  THE  SYSTEM  OF  RECORDS 
MAY  BE  REFERRED.  AS  A  ROUTINE  USE,  TO  THE  AP¬ 
PROPRIATE  AGENCY.  WHETHER  FEDERAL.  STATE. 
LOCAL  OR  FOREIGN.  CHARGED  WITH  THE  RESPONSIBILI¬ 
TY  OF  INVESTIGATING  OR  PROSECUTINO  SUCH  VIOLA¬ 
TION  OR  CHARGED  WITH  ENFORCING  <»  IMPLEMENT¬ 
ING  THE  STATUTE.  OR  RULE.  REGULATION  OR  ORDER 
ISSUED  PURSUANT  THERETO.  (3)  A  RECCHID  FROM  THIS 
SYSTEM  MAY  BE  ERSCLOSED  AS  A  ROUTINE  USE  TO 
OTHER  FEDERAL  AGENCIES  AND  THE  CIVIL  SERVICE 
COMMISSION  IF  NECESSARY  FOR  C«  INCIDENT  TO  THE 
PAYMENT  OF  SALARIES  AND  EXPENSES  INCIDENT  TO 
EMPLOYMENT  AT  THE  FEDERAL  HOME  LOAN  BANK 
BOARD  OR  OTHER  FEI«RAL  EMPLOYMENT,  OR  THE 
VESTING,  (XIMPUTATION,  AND  PAYMENT  OF  RETIRE¬ 
MENT  C»  DISABILITY  BENEFITS.  (4)  A  RECORD  FROM 
THIS  SYSTEM  MAY  BE  NSCLOSED  TO  FEDERAL,  STATE. 
AND  LOCAL  AUTHORnTES  FOR  REASONS  NECESSARY 
AND  INCIDENT  TO  THE  ASSESSMENT.  CXIMPUTATION, 
AND  COLLECTION  OF  FEDERAL.  STATE.  AND  LOCAL 
TAXES,  IN  ACCC^ANCE  WITH  ESTABUSHED 
PROCEDURES. 

Policies  aad  practices  for  storing,  retrierhig,  aoceasing,  retaining, 
and  «w«|«««fa«g  of  records  in  the  sytem: 

S(on«e:  RECORDS  ARE  MAINTAINED  IN  COMPUTER 
BANKS.  ON  MAGNETIC  TAPE,  AND  IN  FILE  FOLDERS. 

Rctrievaliility:  RECORDS  ARE  FILED  BY  NAME  OR  SOCIAL 
SECURITY  NUMBER.' 

Safcguarda:  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  P  PURPOSE. 

Rctentioa  ssul  dhpoaal:  COMPUTER  RECORDS  ARE 
RETAINED  UNTIL  THE  END  OF  THE  CALENDAR  YEAR  IN 
WHICH  EMPLOYMENT  IS  TERMINATED;  MAGNETIC 
TAPES  ARE  RETAINED  FOR  ONE  ADDITIONAL  CALENDAR 
YEAR.  RECORDS  IN  FILE  FOLIOS  ARE  RETAINED  FOR 
SIX  YEARS. 

System  mBBngrr(s)  and  addreas:  DIRECTOR,  INFORMATION 
SYSTEMS  MVISION.  SEE  “LOCATION”  FOR  ADDRESS. 

Notakatioa  precednre:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME,  DATE  OF  BIRTH,  SO¬ 
CIAL  SECURITY  NUMBER.  PERIOD  OF  EMPLOYMENT, 
AND  NAME  OF  RECORD  SYSTEM. 

Record  aooem  prooedmea;  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  C»  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUraNG  MO£HFICATlC»4.  ADDITION,  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INPCaiMA- 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”,  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 


mOMAl  Motsm  VOL  40,  NO.  167— VnOMBOAV,  AUGUST  27.  1«75 


39064 


FEDERAL  HOME  LOAN  RANK  BOARD 


CoBtcating  record  procedures:  SEE  “ACCESS  PROCEDURES’*. 

Record  source  categories:  PERSONNEL  AND  FINANCIAL 
RECORDS  MAINTAINED  BY  THE  AGENCY. 
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Systcn  aamc:  OFFICE  OF  EXAMINATIONS  AND  SUPERVI¬ 
SION  TRAINING  RECORDS 

System  locatioB:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET,  N.W.,  WASHINGTON,  D.  C.  20552. 

Categories  of  individuals  covered  1^  the  system:  ALL  CURRENT 
HOME  OFFICE  AND  DISTRICT  EMPLOYEES  OF  THE  OF¬ 
FICE  OF  EXAMINATIONS  AND  SUPERVISION. 

Categories  of  records  In  the  system:  LISTING  OF  TRAINING 
HISTORY  DURING  BOARD  TENURE  AND  ROUTINE  PER¬ 
SONAL  DATA,  INCLUDING  EDUCATIONAL  AND  GENERAL 
BACKGROUND  INFORMATION. 

Authority  for  maintenanoe  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  TO  MAINTAIN  INTRA- 
OFHCE  INFORMATION  REGARDING  LEVELS  OF  TRAIN¬ 
ING  AND  EDUCATION  ACHIEVED,  IN  ORDER  TO  DETER¬ 
MINE  FUTURE  TRAINING  NEEDS  AND  TO  KEEP  AC¬ 
COUNTS  OF  TRAINING  BUDGET  EXPENDITURES  AND 
STAFF  DAYS  SPENT  IN  TRAINING  PROGRAMS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrtem: 

Stor^e:  RECORDS  ARE  MAINTAINED  IN  LOCKED  FILING 
CABINETS. 

Rctrievability:  RECORDS  ARE  FILED  BY  DISTRICT  AND 
NAME  OF  INDIVIDUALS. 

SMegnards:  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Retention  and  disposal:  RECORDS  ARE  RETAINED  PER¬ 
MANENTLY. 

System  manager(s)  and  address:  TRAINING  COORDINATOR, 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION.  SEE 
“LOCATION”  FOR  ADDRESS. 

NotWeation  procedure:  INQUIRIES  CONCERNING  THE 
RECORDS  MUST  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME.  SOCIAL  SECURITY 
NUMBER.  DATE  OF  BIRTH.  PERIOD  OF  EMPLOYMENT, 
NAME  OF  RECORD  SYSTEM,  AND  OFFICE  OF  EXAMINA¬ 
TIONS  AND  SUPERVISION  OFFICE  LOCATION  WHERE 
LAST  EMPLOYED. 

Record  access  procedures:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MODIFICATION.  ADDITION.  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”.  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 

Contesdag  record  procedures:  SEE  “ACX3ESS  PROCEDURES”. 

Record  source  categories:  INDIVIDUAL  WHOSE  RECXIRD  IS 
MAINTAINED.  OFFICE  OF  EXAMINATIONS  AND  SUPERVI¬ 
SION  TRAINING  PERSONNEL.  TRAINING  REQUESTS,  AND 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION  EM¬ 
PLOYEE  SUMMARY  FILES. 

FHLBB— 14 

System  amne:  ASSET  MANAGEMENT  SYSTEM 

System  locatioa:  SEE  “SYSTEM  MANAGER’.. 

Categories  of  individuals  covered  by  the  system:  INDIVIDUALS 
HAVING  LOANS  WITH  DEFAULTED  ASSOCIATIONS.  EM¬ 
PLOYEES  OF  SUCH  ASSOCIATIONS,  AGENTS  WHO 
MANAGE  PROPERTY  OWNED  BY  OR  UNDER  THE  CON¬ 
TROL  OF  THE  FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CX»PORATION,  AND  PERSONS  WHO  RENT  SUCM  PROPER¬ 
TY. 

Categorici  of  records  in  the  system:  RECORDS  OF  LOANS  IN¬ 
CLUDING  APPUCATIONS,  TITLE  INSURANCE  POUCIES, 
FINANCIAL  STATEMENTS.  CREDIT  CHECKS.  INCOME  TAX 


RETURNS,  NOTES,  DEEDS  OF  TRUST,  INSURANCE  POU¬ 
CIES,  APPRAISALS.  LOAN  SETTLEMENT  STATEMENTS. 
DISCLOSURES  UNDER  FAIR  CREDIT  REPORTING  ACT  AND 
REGULATION  Z  OF  THE  BOARD  OF  CXJVERNORS  OF  THE 
FEDERAL  RESERVE.  CXDLLECnON  LETTERS.  COR¬ 
RESPONDENCE  AND  MEMORANDA  RELATING  TO  THE 
LOAN  OR  PROPERTY  IN  QUESTION;  RECORDS  OF 
RENTALS  OF  FSUC  OWNED  OR  MANAGED  PROPERTY,  IN¬ 
CLUDING  TENAlsTT  LISTS,  RENTAL  SCHEDULES.  SECURI¬ 
TY  DEPOSIT  INFORMATION,  AMOUNTS  IN  ARREARS. 
EVICTIONS.  RENTAL  JUDGMENTS  AND  OTHER  RELATED 
INFORMATION. 

Authority  for  maintenance  of  the  system:  SECTION  406  OF  THE 
NATIONAL  HOUSING  ACT,  AS  AMENDED. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (1)  RiSCXlRDS  MAIN¬ 
TAINED  IN  THIS  SYSTEM  ARE  USED  BY  FEDERAL. 
SAVINGS  AND  LOAN  INSURANCE  CORPORATION  PER¬ 
SONNEL  AND  ns  .  REPRESENTATIVES  IN  CONNECTION 
WITH  MANAGEMENT  OF  ASSETS  OF  DEFAULTED  AS¬ 
SOCIATIONS  AND  ARE  MADE  AVAILABLE  IN  CON¬ 
FORMANCE  WITH  THE  FAIR  CREDn  REPORTING  ACT  TO 
MANAGEMENT  AGENTS  FOR  THE  FEDERAL  SAVINGS 
AND  LOAN  INSURANCE  CORPORATION,  CREDn 
INQUIRERS,  AND  ATTORNEYS.  (2)  IN  THE  EVENT  THAT  A 
SYSTEM  OF  RECORDS  MAINTAINED  BY  THE  FEDERAL 
SAVINGS  AND  LOAN  INSURANCE  (ORPORAnON  TO 
CARRY  OUT  ns  FUNCTIONS  INDICATES  A  VIOLAHON  OR 
POTENTIAL  VIOLAnON  OF  LAW.  WHETHER  CIVIL, 
CRIMINAL  OR  REGULATORY  IN  NATURE.  AND  WHETHER 
ARISING  BY  GENERAL  STATUTE  OR  PARnCULAR  PRO¬ 
GRAM  STATUTE,  OR  BY  REGULAnON,  RULE  OR  ORDER 
ISSUED  PURSUANT  THERETO,  THE  RELEVANT  RECORDS 
IN  THE  SYSTEM  OF  RECORDS  MAY  BE  REFERRED.  AS  A 
ROUTINE  USE,  TO  THE  APPROPRIATE  AGENCY, 
WHETHER  FEDERAL.  STATE.  LOCAL,  OR  FOREIGN. 
CHARGED  WnH  THE  RESPONSIBILITY  OF  INVESnGAT- 
ING  OR  mOSECOTING  SUCH  VIOLAnON  OR  CHARGED 
WITH  ENFORCING  OR  IMPLEMENTING  THE  STATUTE.  OR 
RULE,  REGULAnON,  OR  ORDER  ISSUED  PURSUANT 
THERETO.  (3)  A  RECORD  FROM  THIS  SYSTEM  MAY  BE 
DISCLOSED  AS  A  ROUTINE  USE  TO  FEDERAL.  STATE, 
AND  LOCAL  AUTHORITIES  IF  NECESSARY  AND  IN¬ 
CIDENT  TO  THE  ASSESSMENT,  COMPUTAnON,  AND  COL- 
LECnON  OF  FEDERAL.  STATE.  AND  LOCAL  TAXES  IN 
ACCORDANCE  WITH  ESTABUSHED  HIOCEDURES.  OR  TO 
THE  VERIUCAnON  OF  AN  APPUCANT’S  NEED  FOR  WEL¬ 
FARE  BENEFITS. 

Policies  and  practiceB  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Ston«e:  FILES  ARE  MAINTAINED  IN  LOCKED  FILE 
CABINETS. 

RetrievabUity:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

Safeguards:  ACCESS  IS  LIMITED  TO  PERSONS  WHOSE  DU¬ 
TIES  REQUIRE  SUCH  ACCESS  AND  WHO  HAVE  A  NEED 
TO  KNOW  THE  INFORMAnON  IN  A  RECORD  FOR  A  PAR¬ 
nCULAR  JOB-RELATED  PURPOSE. 

Retention  and  disposal:  RECORDS  RELATING  TO  LOANS 
ARE  MAINTAINED  FOR  TEN  YEARS  AFTER  REPAYMENT 
OF  THE  LOAN.  RECORDS  RELATING  TO  RENTAL  PROPER¬ 
TY  ARE  RETAINED  FC»  FIVE  YEARS.  RECORDS  PERTAIN¬ 
ING  TO  SALES  OF  REAL  ESTATE  ARE  RETAINED  FOR 
FIVE  YEARS  AFTER  CASH  SALE  OR  TEN  YEARS  AFTER 
SALE  OF  PROPERTIES  FINANCED  BY  THE  FEDERAL 
SAVINGS  AND  LOAN  INSURANCE  CORPORAnON. 

System  managcfts)  and  addrem: 

RECEIVERSHIP  AGENT 
MIDWESrERN  RECEIVERSHIPS 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORAnON 

10001  WEST  ROOSEVELT  BOULEVARD 
WESTCHESTER.  ILLINOIS  60153 
MANAGER,  MIDWESTERN  OFFICE 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORAnON 

10001  WEST  ROOSEVELT  BOULEVARD 
WESTCHESTER,  HXINCHS  60153 
MANAGER.  SCXTITSDALE  OFFICE 
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CORPORATION 

0370  NORTH  SCOTTSDALE  ROAD 
SCOTTSDALE.  ARIZONA  8S2S2 
RECEIVERSHIP  MANAGER 
NORTHWEST  GUARANTY  RECEIVERSHIP 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 
1100  TOWER  BUILDING 
SEATTLE.  WASHINGTON  98101 
WESTERN  OFFICE  MANAGER 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 

900  WILSHIRE  BOULEVARD.  SUITE  840 
LOS  ANGELES.  CALIFORNIA  90017 

NodBcatfoa  pntctdan:  INQUIRIES  CONCERNING  RECORDS 
SHALL  BE  MADE  TO  THE  APPROBUATE  SYSTEM 
MANAGER.  NOTIFICATION  MUST  INCLUDE  NAME  OF  IN¬ 
DIVIDUAL.  NAME  OF  DEFAULTED  ASSOCIATION.  AND. 
WHERE  APPROPRIATE.  ACCOUNT  OR  LOAN  NUMBER. 
PROPERTY  RENTED  AND  PERIOD  RENTED.  ASSOCIATION 
WHERE  EMPLOYED.  PERIOD  OF  EMPLOYMENT.  AND  EM¬ 
PLOYMENT  CAPACITY. 

Record  accca  oncMlm:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDWG  MODIFICATION.  ADDITION.  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”.  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 

Coatcatfaig  record  procedares:  SEE  “ACCESS  PROCEDURES”. 

Record  eoanx  catesorfes:  DEFAULTED  SAVINGS  AND  LOAN 
ASSOCIATIONS;  INDIVIDUALS  WHOSE  RECORDS  ARE 
MAINTAINED;  CREDIT  BUREAUS;  FEDERAL  SAVINGS 
AND  LOAN  INSURANCE  CORPORATION  REPORTS;  INTER¬ 
NAL  REVENUE  SERVICE  AND  OTHER  TAXING  AUTHORI¬ 
TIES;  TITLE  INSURANCE  COMPANIES;  COUNTY  OFFI¬ 
CIALS.  SUCH  AS  RECORDERS;  AND  INDIVIDUALS’  EM¬ 
PLOYERS.  BANKS.  AND  SAVINGS  AND  LOAN  ASSOCIA¬ 
TIONS. 

FHLBB— 15 

Syetem  oaow:  DISCRIMINATION  COMPLAINT  SYSTEM 

Systcoi  locatioa:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET.  N.W..  WASHINGTON.  D.  C  20532. 

Categerfae  of  iadhrklBals  covered  bjr  the  eyaleaK  ANY  CURRENT 
OR  FORMER  AGENCY  EMPLOYEE  OR  APPLICANT  WHO 
FILES  A  FORMAL  COldPLAINT  OF  IHSCRIMINATION 
BASED  ON  RACE.  COLOR.  REUGION.  SEX.  NATIONAL 
ORIGIN.  OR  AGE. 

Cateterfes  of  recorde  ia  the  ayatcat:  FORMAL  COMPLAINTS. 
EQUAL  EMPLOYMENT  OPPORTUNITY  COUNSELORS’  RE¬ 
PORTS.  INVESTIGATIVE  FILES.  OFFICIAL  PROPOSALS 
FOR  RESOLUTION.  HEARING  EXAMINERS’  FILES.  CIVIL 
SERVICE  COMMISSION  APPEAL  FILES.  CIVIL  ACTIONS 
(WTIH  ATTENDANT  DOCUMENTATION). 

Aatharhy  for  audateaaaoe  of  the  ayalem:  3  U.S.C.  301.  44  U.S.C. 
3101;  E.O.  11246. 

Roattar  aaea  of  recorda  audatafaed  ia  the  ay  atrai,  iadadMt  catego- 
rica  of  aaen  aad  the  parpaaea  of  aach  aaea:  (1)  RECORDS  MAIN¬ 
TAINED  IN  THIS  SYTEM  ARE  USED  TO  PROVIDE  DOCU¬ 
MENTATION  OF  COMPLAINT  PROCEDURES  FOR  BOTH 
ADMINISTRATIVE  AND  LEGAL  PURPOSES;  THEY  ARE 
MADE  AVAILABLE  TO  THE  EQUAL  EMPLOYMENT  OPPOR- 
TUNTTY  OFFICER  AND  EQUAL  EMPLOYMENT  OPPORTU¬ 
NITY  STAFF.  THE  PARTIES  INVOLVED  IN  THE  COM¬ 
PLAINT  PROCEDURE  AND  THE  CIVIL  SERVICE  COMMIS¬ 
SION.  (2)  IN  THE  EVENT  THAT  A  SYSTEM  OT  RECORDS 
MAINTAINED  BY  THIS  AGENCY  TO  CARRY  OUT  ITS 
FUNCTIONS  INDICATES  A  VIOLATION  OR  POTENTIAL 
VIOLATION  OF  LAW.  WHETHER  CIVIL.  CRIMINAL  OR 
REGULATORY  IN  NATURE.  AND  WHETHER  ARISING  BY 
GENERAL  STATUTE  OR  PARTICULAR  PROGRAM 
STATUTE.  OR  BY  REGULATION.  RULE  OR  ORDER  ISSUED 
PURSUANT  THERETO.  THE  RELEVANT  RECORDS  IN  THE 
SYSTEM  OF  RECORDS  MAY  BE  REFERRED.  AS  A  ROUTINE 


USE,  TO  THE  APPROPRIA'TE  AGENCY.  WHETHER 
FEI^RAL.  STATE.  LOCAL  CHI  FOREIGN.  CHARGED  WITH 
THE  RESPCHfSIBILrrY  OF  INVESTTGATINO  OR  FROSECUT- 
ING  SUCH  VKHJVHON  CHI  CHARGED  WITH  ENPCHICTNG 
CHI  IMPLEMENTING  THE  STATUTE.  CHI  RULE.  REGULA¬ 
TION.  OR  ORESR  ISSUED  PURSUANT  THERETO.  (3)  A 
RECXIRD  FROM  THIS  SYSTEM  MAY  BE  DISCXOSED  TO 
OTHER  FEESRAL  AGENCIES  FCHl  USES  INdCeNT  TO  EM¬ 
PLOYMENT  OF  AN  INDIVIDUAL  BY  THE  FEDERAL 
CKIVERNMENT. 

Polidca  aad  practices  lor  at  whig,  iiilihihig.  aoceaihig,  retafahv* 
aad  dhpoaiag  of  reoonii  ia  the  gyfaaa 

Ston«r.  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS. 

RctricvMiillty:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

SaCcfBVda:  ACCESS  IS  UMTTED  TO  PERSCH4NEL  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFCHIMATTON  IN  THE 
RECORD  FCHl  A  JOB-RELATED  PURPOSE.  AND  MAY  BE 
GAINED  ONLY  THROUGH  THE  EHRECTOR  OF  EQUAL  EM¬ 
PLOYMENT  OPPORTUNITY  OR  THE  EQUAL  EMPLOYMENT 
OPPORTUNITY  OFFICER. 

Retaadoa  «al  thapoaal:  RECORDS  ARE  RETAINED  FOR  TEN 
YEARS. 

Syaten  naaa^a)  aad  adAreaa:  EQUAL  EMPLOYMENT  OP¬ 
PORTUNITY  OFFICER.  SEE  “LOCATION”  FCHl  ADDRESS. 

NotMcatioa  prwedare:  INQUIRIES  (XJNCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST, INCLUDE  NAME.  SCX^AL  SECURITY 
NUMBER.  DATE  OF  BIRTH.  PERIOD  OF  EMPLOYMENT 
AND  OFFICE  OF  EMPLOYMENT  (INCLUDING  LOCATKM9). 
AND  NAME  OF  RECORD  SYSTEM. 

Record  acoeaa  procedaaea:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHi^fGED  (INCLUIHNG  MOEHFICATTON.  ADIHTTON.  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATTON”,  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACenSSS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 

Coaleatiiv  record  procediaea:  SEE  “ACC:ESS  PROCEDURES”. 

Record  aowoe  categorka;  EQUAL  EMPLOYMENT  OPPORTU¬ 
NITY  OFFICER.  PERSONNEL  INVESTIGATIONS.  THE  COM¬ 
PLAINANT. 

niLBB— 16 

Syateoa  naae:  UPWARD  MOBILITY  PRCXjRAM  (CAREER 
DEVELCHMENT) 

Syateaa  localloii:  FEIffiRAL  HCHdE  LOAN  BANK  BOARD.  320 
FIRST  STREET.  N.W..  WASHINGTON,  D.  C.  20552. 

Calcgorfea  of  iadhrldaala  covered  by  the  ayaleaa:  ANY  EM¬ 
PLOYEE  CURRENTLY  PARTIdPATINO  IN  THE  CAREER 
DEVELOPMENT  PROGRAM.  AS  WELL  AS  ANY  EMPLOYEE 
WHO  PARTICIPATED  IN  THE  PRCXJRAM  WITHIN  A 
PRECnEIXNO  30-DAY  PERICO. 

Categoaki  of  recorda  fai  the  ^akaa:  .COPIES  CH^  REPORTS  OF 
QUARTERLY  COUNSEUNG  BETWEEN  PARTICTPANTS 
AND  SUPERVISORS.  AND  FINAL  REPORTS  UPON  COMPLE¬ 
TION  OF  THE  PRCXJRAM. 

Aathorfty  far  walalraaiiri  of  the  aymarni  5  U.S.C.  301.  44  U.S.C 
3101. 

Boathae  aaea  of  recorda  aadtataiaed  ha  the  ayalaa.  lachitBag  cakga 
rka  of  aaera  ami  the  parpoaea  of  aach  aaaa:  (1)  RECORDS  MAIN¬ 
TAINED  IN  THIS  SYSTEM  ARE  USED  TO  MONITOR 
PRCXJRESS  OF  A  PARTIdPANrS  TRAINING  AND  TO  MONI¬ 
TOR  EFFECTIVENESS  CM?  THE  UPWARD  MOBILITY  PRO¬ 
GRAM.  USERS  ARE  PERSONNEL  MANAGEMENT  IHVISION. 
EQUAL  EMPLOYMENT  CXTORTUNTTY  TASK  F0RC:E.  AND 
PABTKTPANTS  SUPERVISCBL  (2)  IN  THE  EVENT  THAT  A 
SYSTEM  OF  RECXJRDS  MAINTAINED  BY  THIS  AGENCY  TO 
CARRY  OUT  ITS  FUNCTIONS  INDICATES  A  VIOLATION  OR 
POTENTIAL  VIOLATION  OP  LAW.  WHETHER  CTVIL. 
CRIMINAL  OR  REGULATORY  IN  NATURE.  AND  WHETHER 
ARISING  BY  GENERAL  STATUTE  OR  PARTKTJLAR  PRO¬ 
GRAM  STATUTE.  OR  BY  REGULATION.  RULE  OR  ORI^ 
ISSUED  PURSUANT  THERETO.  THE  RELEVANT  RECORDS 
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IN  THE  SYSTEM  OF  RECXMU3S  MAY  BE  REFERRED.  AS  A 
ROUTINE  USEn  TO  THE  APFROFRIATE  AGENCY, 
WHETHER  FEDERAL.  STATE.  LX>CAL  OR  FOREIGN. 
CHARGED  WITH  THE  RESPONSmiUTY  OF  INVESTIGAT¬ 
ING  C«  PROSECUTING  SUCH  VIOLATION  CMl  CHARGED 
WITH  ENFORCING  OR  IMPLEMENTING  THE  STATUTE,  OR 
RULE.  REGULATION,  OR  ORI^  ISSUED  PURSUANT 
THERETO.  (3)  A  RECORD  FROM  THIS  SYSTEM  MAY  BE 
DISCLOSED  TO  OTHER  FEDERAL  AGENCIES  FOR 
REASONS  NECESSARY  AND  INCIDENT  TO  EMHOJYMENT 
BY  THE  FEDERAL  GOVERNMENT. 

Palkfaf  aad  pnctioca  lor  HnfBn,  rHritviog,  accosing,  retaiiiing, 
■Dd  diqiariBC  of  recordi  M  the  qrtcnu 

Stance:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS. 

RctrieeabOMy:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

SMeganda:  ACCESS  IS  LIMITED  TO  PERSONS  WHOSE  DU¬ 
TIES  REQUIRE  SUCH  ACCESS.  AND  WHO  HAVE  A  NEED 
TO  KNOW  THE  INFORMATION  IN  A  RECORD  FOR  A  PAR¬ 
TICULAR  JOB-RELATED  PURPOSE;  IT  MAY  B^  GAINED 
ONLY  THROUGH  THE  EQUAL  EMPLOYMENT  OPPORTUNI¬ 
TY  OFFICER. 

Peteirttna  and  dhposal:  RECORDS  ARE  RETAINED  FOR  30 
DAYS  AFTER  AN  EMPLOYEE  COMPLETES  OR  TER¬ 
MINATES  THE  PROGRAM. 

Syttam  BHuucer(>)  aMl  addrcsK  EQUAL  EMPLOYMENT  OP¬ 
PORTUNITY  OFFICER.  SEE  “LOCATION”  FOR  ADDRESS. 

NatMkatfoa  praocdwe:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUM  NAME.  SOCIAL  SECURITY 
NUMBER.  PERIOD  OF  EMPLOYMENT,  POSITION  FILLED 
WHILE  IN  THE  PROGRAM.  EXTENT  OF  PARTICIPATION  IN 
THE  PROGRAM.  AND  NAME  OF  RECORD  SYSTEM. 

Rccaed  acccs  procedaree:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MODIFICATION,  ADDITION, 
ANDODELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”.  PLUS  A  STATEMENT  SETTING  FORTH 
THE  DESIRED  ACCESS  OR  CHANGES  AND  THE  REASONS 
FOR  SUCH  CHANGES. 

Caalcatiag  recant  petxadares:  SEE  “ACCESS  PROCEDURES”. 

Record  aoarcc  calcgacies:  THE  EMPLOYEE  WHOSE  RECORD 
IS  MAINTAINED  AND  THE  EMPLOYEE’S  SUPERVISOR. 

FHLBR— 17 

Synea  aaaw:  PAYROLL 

Syatm  Ucalioa:  SEE  “SYSTEM  MANAGER”. 

Categoriee  of  lailhMaalr  covered  by  the  qatcnu  ALL  PRESENT 
EMPLOYEES  OF  THE  FEDERAL  HOME  LOAN  BANK 
BOARD.  THE  FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION  (FSLIC),  AND  PERSONS  WHOSE  EMPLOY¬ 
MENT  WITH  THE  BOARD,  THE  CORPORATION,  OR  AN 
FSUC  RECEIVERSHIP  HAS  BEEN  TERMINATED  LESS 
THAN  THREE  YEARS. 

Categories  of  recordi  M  the  qnleas:  PERSONNEL  ACTIONS 
(SF50).  STATE  EMPLOYEES’  WITHHOLDING  EXEMPTION 
CERTIFICATES.  FEDERAL  EMPLOYEES’  WITHHOLDING 
ALLOWANCE  CERTIFICATES  (W4).  BOND  ALLOTMENT 
FILE  (SF1I92).  FEDERAL  EMMX)YEES’  GROUP  LIFE  IN¬ 
SURANCE  (SF  2810  A  2811).  SAVINGS  ALLOTMENT-FINAN¬ 
CIAL  INSTITUTIONS,  ADI»ESS  FILE  (FHLBB  FORM  108), 
UNION  DUES  ALLOTMENT.  TIME  AND  ATTENDANCE  RE¬ 
PORTS.  AND  INDIVIDUAL  RETIREMENT  RECCHIDS  (SF 
2806);  SIMILAR  INFORMATION  IS  REQUIRED  FOR 
RECEIVERSHIP  EMITXJYEES. 

Aathority  fsr  aiBlBlraearf  of  the  tpttmt  5  U.S.C.  301.  44  U.S.C. 
3101. 

Raattae  ooes  of  records  aadaSMaed  ia  the  qrstaa,  kschidiBg  catego¬ 
ries  of  mm  aad  the  parpeser  of  sach  aocs:  (1)  INFORMATION 
CONTAINED  IN  RECmDS  IN  THIS  SYSTEM  IS  PROVIDED 
TO  PAYROLL  CLERKS.  TECHNICIANS  AND  PAYROLL  SU¬ 
PERVISORS  FOR  PREPARATI(»f  OF  PAYROLL  AND  NECES¬ 
SARY  RELATED  REPORTS  AND  TO  MAINTAIN  PROPER 
RECORDS  OF  SALARY  CHANGES  FOR  DETERMINING 


RETIREMENT  BENEFITS.  (2)  IN  THE  EVENT  THAT  A 
SYSTEM  OF  RECORDS  MAINTAINED  BY  THIS  AGENCY  TO 
CARRY  OUT  ITS  FUNCTTONS  INDICATES  A  VIOLATION  OR 
POTENTIAL  VIOLATION  OF  LAW.  WHETHER  CIVIL. 
CRIMINAL  OR  REGULATORY  IN  NATURE.  AND  WHETHER 
ARISING  BY  GENERAL  STATUTE  OR  PARTICULAR  PRO¬ 
GRAM  STATUTE,  OR  BY  REGULATION.  RULE  OR  ORDER 
ISSUES  PURSUANT  THERETO,  THE  RELEVANT  RECORDS 
IN  THE  SYSTEM  OF  RECORDS  MAY  BE  REFERRED.  AS  A 
ROUTINE  USE,  TO  THE  APPROPRIATE  AGENCY. 
WHETHER  FEDERAL,  STATE,  L0C:AL  OR  FOREIGN. 
CHARGED  WITH  THE  RESPONSIBILITY  OF  INVESTIGAT¬ 
ING  OR  raOSECUTING  SUCH  VIOLATION  OR  CHARGED 
WITH  ENFORCING  OR  IMPLEMENTING  THE  STATUTE.  OR 
RULE.  REGULATION,  OR  ORDER  ISSUED  PURSUANT 
THERETO.  (3)  A  RECORD  FROM  THIS  SYSTEM  MAY  BE 
DISCLOSED  TO  FEDERAL,  STATE,  AND  LOCAL  AUTHORI¬ 
TIES  FOR  REASONS  NECESSARY  AND  INCIDENT  TO  THE 
ASSESSMENT.  COMPUTATION,  AND  CCRXECTION  OF 
FEDERAL.  STATE,  AND  LOCAL  TAXES.  IN  ACCORDANCE 
WITH  ESTABUSHED  PROCEDURES.  (4)  A  RECORD  FROM 
THIS  SYSTEM  MAY  BE  DISCTCSED  AS  A  ROUTINE  USE  TO 
OTHER  FEDERAL  AGENCIES  FOR  REASONS  NECESSARY 
FOR  THE  PAYMENT  OF  SALARIES  AND  EXPENSES  IN¬ 
CIDENT  TO  EMPLOYMENT  AT  THE  FEDERAL  HOME 
LOAN  BANK  BOARD.  (5)  A  RECORD  FROM  THIS  SYSTEM 
MAY  BE  DISCLOSED  AS  A  ROUTINE  USE  TO  OTHER 
FEDERAL  AGENCTES  FOR  REASONS  NECESSARY  FOR 
THE  VESTING,  COMPUTATION  AND  PAYMENT  OF  ANY 
RETIREMENT  OR  DISABILITY  BENEFITS.  (6)  A  RECORD 
FROM  THIS  SYSTEM  MAY  ALSO  BE  WSCLOSED  TO  OTHER 
FEDERAL  AGENCIES  FOR  ALL  REASONS  NECESSARY 
AND  INCIDENT  TO  EMPLOYMENT  BY  THE  FEDERAL 
GOVERNMENT. 

Policies  aad  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposhig  of  reoords  in  the  sytcm: 

StoriM:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS 
IN  LOCKED  FILE  CABINETS. 

RetrievabiUty:  RECORDS  ARE  FILED  BY  OFFICE  AND  BY 
NAME  OF  INDIVIDUAL. 

SafegoMds:  ACCESS  IS  UMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Retention  aad  dispasal:  RECORDS  ARE  RETAINED  AT  THE 
AGENCY  FOR  THREE  YEARS  AFTER  TERMINATION  OF 
EMPLOYMENT  AND  ARE  THEN  TRANSFERRED  TO  THE 
FEDERAL  PERSONNEL  RECORDS  CENTER  IN  ST.  LOUIS. 
MISSOURI.  THEY  ARE  I«STROYED  75  YEARS  AFTER  THE 
BIRTH  OF  THE  EMPLOYEE.  RECEIVERSHIP-FILE 
RECORDS  ARE  RETAINED  FC«  THREE  YEARS  AFTER  DIS¬ 
SOLUTION  OF  THE  RECEIVERSHIP. 

System  maaager(s)  and  nddrcjs: 

DIRECTOR,  ACCOUNTING  AND  FISCAL  OlERATIONS 
FINANCIAL  MANAGEMENT  DIVISION 
FEDERAL  HOME  IjOAN  BANK  BOARD 
320  FIRST  STREET.  N.W. 

WASHINGTON.  D.C.  20552 
RECEIVERSHIP  AGENT 
MIDWESTERN  OFFICE  RECEIVERSHIPS 
10001  WEST  RCXJSEVELT  BOULEVARD 
WESTCHESTER.  ILLINOIS  60153 
MANAGER.  SCOTTSDALE  OFFICE 
FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION 

6370  NORTH  SCOTTSDALE  ROAD 
SCCnrSDALE,  ARIZONA  85252 
RECEIVERSHIP  MANAGER 
NORTHWEST  GUARANTY  RECEIVERSHIP 
FEIERAL  SAVINGS  AND  LOAN  INSURANCE 
--  CORPORATION 

1100  TOWER  BUnJMNG 
SEATTLE,  WASHINC3TON  98101 
WESTERN  OFFICE  MANAGER 
FEEERAL  SAVINGS  AND  LOAN  INSURANCE 
CX)RPORATION 

900  WILSHIRE  BOULEVARD,  SUITE  840 
LOS  ANGELES.  CALIFCMINIA  90017 
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riBilflrlliiB  procadwc:  INQUIRIES  CCH4CERNINO '  THE 
RECORDS  SHALL  BE  MAI^  TO  THE  APPROPRIATE 
SYSTEM  MANAGER.  INQUIRIES  MUST  INCLUDE  NAME. 
SOCIAL  SECURITY  NUMBER.  PERIOD  AND  OFFICE  OF  EM- 
nX)YMENT.  DATE  OF  BIRTH.  AND  NAME  OF  RECC»U) 
SYSTEM. 

Rtowd  ■cceM  prooedvet:  PERSONS  WISHING  TO  HAVE  AC> 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MODIFICATION,  ATPinON.  AND 
DELETION)  SHALL  NOTIFY  THE  APPROPRIATE  SYSTEM 
MANAGER.  SUCH  NOTIFICATION  SHALL  INCLUDE  THE 
INFORMATION  REQUIRED  TO  BE  FURNISHED  UNI^ 
"NOTIFICATION”.  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 

Coateadac  record  procedures:  SEE  "ACCESS  PROCEDURES”. 

Raeord  eesree  categories;  THE  INDIVIDUAL  WHOSE 
RECORD  IS  MAINTAINED,  THE  BOARD’S  PERSONNEL  OF- 
nCE,  AND  THE  FINANCIAL  MANAGEMENT  DIVISION; 
AND,  WITH  REGARD  TO  FSLIC  RECEIVERSHIPS,  OFFI¬ 
CIALS  OF  THE  RECEIVERSHIP, 

FHLBB— IS 

Syaica  SMee:  TRAVEL  RECORDS 

Syelc*  locatka:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET,  N.W.  WASHINGTON,  D.C.  20552. 

Categsrlcs  of  faedhrlduals  eweered  by  the  ijatesK  ALL  CURRENT 
EMPLOYEES  OF  THE  FEDERAL  HOME  LOAN  BANK 
BOARD  AND  FEDERAL  SAVINGS  AND  LOAN  INSURANCE 
CORPORATION  AND  ALL  FORMER  EMPLOYEES  WHOSE 
EMPLOYMENT  HAS  BEEN  TERMINATED  LESS  THAN 
FOUR  YEARS,  WHO  TRAVEL  OR  HAVE  TRAVELED  ON  CM»- 
nCIAL  GOVERNMENT  BUSINESS  AT  GOVERNMENT  EX¬ 
PENSE. 

Catefsrias  of  records  ia  the  eysleac  ONE  COFY  OF  ALL 
TRAVEL  VOUCHERS  SUBMITTED  FOR  REIMBURSEMENT 
OF  TRAVEL-RELATED  EXPENSES  INCURRED  ON  OFFI¬ 
CIAL  GOVERNMENT  BUSINESS  FOR  THE  BOARD  OR 
FSUC,  AND  OTHER  RECORDS  OR  MEMORANDA  RELAT¬ 
ING  TO  TRAVEL  ADVANCES  AND  REPAYMENT. 

Asthsrhy  for  seihitwiBBre  of  the  lyitf  5  U.S.C.  301,  44  U.S.C. 
3101. 

Rovdae  uses  of  records  msiatdaert  ia  the  eyeteai,  hirliiitbM  caln»> 
rin  of  Bseis  sad  the  parpn—  M  aech  sacs:  (1)  TO  PROVIDE  DATA 
FOR  DETERMINING  PROPER  PAYMENT  OF  EACH 
VOUCHER*  SUBMITTED.  AND  PROMPT  REPAYMENT  OF 
TRAVEL  ADVANCES  TO  ENSURE  THAT  LEGAL  ADVANCE 
BALANCES  ARE  MAINTAINED  AND  THAT  UNUSED 
TRAVEL  ADVANCES  ARE  REPAID  BEFORE  TERMINATION 
OF  EMPLOYMENT.  THE  RECCXIDS  ARE  MAINTAINED  AS  A 
PART  OF  THE  ACCOUNTING  RECORDS  OF  THE  CERTIFY- 
INO  OFFICER  OF  THE  BOARD.  (2)  IN  THE  EVENT  THAT  A 
SYSTEM  OF  RECORDS  MAINTAINED  BY  THIS  AGENCY  TO 
CARRY  OUT  ITS  FUNCTIONS  INDICATES  A  VIOLATION  C« 
POTENTIAL  VIOLATION  OF  LAW,  WHETHER  CIVIL, 
CRIMINAL  OR  REGULATORY  IN  NATURE,  AND  WHETHER 
ARISING  BY  GENERAL  STATUTE  OR  PARTICULAR  PRO¬ 
GRAM  STATUTE,  OR  BY  REGULATION.  RULE,  OR  ORE^ 
ISSUED  PURSUANT  THERETO.  THE  RELEVANT  RECORDS 
IN  THE  SYSTEM  OF  RECORDS  MAY  BE  REFERRED.  AS  A 
ROUTINE  USE,  TO  THE  APPRCM*R1ATE  AGENCY, 
WHETHER  FEI^RAL.  STATE,  LOCAL,  OR  FCWEiGN 
CHARGED  WITH  THE  RESPONSmilTTY  OP  INVESTIGAT¬ 
ING  OR  PROSECUITNO  SUCH  VIOLATION  OR  CHARGED 
WITH  ENFORCING  OR  IMPLEMENTINO  THE  STATUTE.  OR 
RULE,  REGULATION.  OR  ORI^  ISSUED  PURSUANT 
THERETO.  (3)  A  RECORD  FROM  THIS  SYSTEM  MAY  BE 
DISCLOSED  AS  A  ROUTINE  USE  TO  OTHER  FEDERAL 
AGENCIES  FOR  REASONS  NECESSARY  FOR  THE  PAY¬ 
MENT  OF  SALARIES  AND  EXPENSES  INCIDENT  TO  EM¬ 
PLOYMENT  AT  THE  FEI^RAL  HCMdE  LOAN  BANK 
BOARD.  (4)  A  RBCCMtD  FRCHtf  THIS  SYSTEM  MAY  BE  US- 
CLOSED  AS  A  ROUTINE  USE  TO  FEI^RAL.  STATE.  AND 
LOCAL  AUTTKHUTTES  IF  NECESSARY  FOR  ASSESSMENT. 
COMPUTATION,  AND  COLLECTION  OP  FEDERAL.  STATE. 
AND  LOCAL  TAXES  IN  ACCUUDANCE  WITH  RECOGNIZED 
PROCEDURES.  (5)  A  RECORD  FRUd  THIS  SYSTEM  MAY  BE 
USCLOSED  AS  A  ROUTINE  USE  TO  OTHER  FEDERAL 


AGENCIES  IF  NECESSARY  TO  DETERMINE  THE 
PROPRIETY  OF  THE  TRAVEL  EXPENSE. 

Fattdes  sad  practioes  lor  atarbag,  ritriivtag,  aoocaahig.  ratafafag* 
sad  dfaimalBg  of  recordi  ba  the  aytaa; 

Stanza:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS 
IN  LOCKABLE  FILE  CABINETS. 

Retiinrability:  RECORDS  ARE  FILED  BY  OFFICE  BY  NAME 
OFINUVIDUAL. 

Sairrwrti-  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE, 
AND  APnJCATTON  MUST  BE  MADE  TO  THE  URECTOR  OF 
ACCOUNTING  AND  FISCAL  OPERATIONS. 

Bstearlna  «m1  dhposal:  RECCOIDS  ARE  RETAINED  FOR 
FOUR  YEARS. 

Syalaa  aaaaager(s)  aad  address;  URECTOR  OF  ACCOUNTING 
AND  FISCAL  (XERATTUfS.  FINANCIAL  MANAGEMENT 
DIVISION.  SEE  “LOCATION”  FOR  ADUIESS. 

Nodflcafiaa  precadure;  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME.  SOCIAL  SECURITY 
NUMBER.  OFFICE  OF  EMPLOYMENT,  AND  NAME  OF 
RECmD  SYSTEM 

Record  aoocaa  proceihBes:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUUNG  MCKDIFICATTON.  AUXTTON,  AND 
DELEHON)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTTFICATION  SHALL  INCLUM  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATTON”,  PLUS  A  STATEMENT  OT  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASC»fS  FOR  SUCH 
CHANGES. 

Coaleathig  reooad  proccdsraa:  SEE  "ACCESS  PROCEDURES”. 

Raoord  sourot  oaegorhs:  EMPLOYEES  WHOSE  RECORIX^ 
ARE  MAINTAINED. 
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Syataa  BMas:  EMPLOYEE  RELATIONS  FILE 

Syaten  locatioa:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET,  N.W.,  WASHlNOTON.  D.C.  2055L 

Categorfas  of  iadhridaMs  covered  by  the  qratcaa:  INDIVmUAL 
EMPLOYEES  AGAINST  WHOM  ALLEGATIONS  HAVE  BEEN 
MAN. 

Calcgorlai  of  reoardi  ia  the  qraleaK  RECORDS  OF  SUPPORT- 
ING  MATERIALS  THAT  DOCUMENT  ADVERSE  ACTIONS. 
COMPLAINTS,  OTHER  ACTIONS  AND  APPEALS. 

Aatharhy  far  ■Matraanra  el  the  ayatraiT  5  U.S.C.  SOl.  44  U.S.C. 
3101. 

ilw'ilf  *MirMLrt  thTpamnsia^rtf^riaririmaT^?^  TfVm 

TAINED  IN  THE  SYctST  ARE  USED  TO  REVIEW  STATUS 
AND  mSltWY  OF  EACH  ACTTC^f;  USERS  ARE  THE  EM¬ 
PLOYEE  RELATIONS  SI^dAUST  AND.  WHERE  AP- 
IROPRIATE.  THE  CIVIL  SERVICE  CCBdMISSION.  (2)  IN  THE 
EVENT  THAT  A  SYSTEM  OF  RECORDS  MAINTAINED  BY 
THIS  AGENCY  TO  CARRY  OUT  TTS  FUNCTIONS  IN- 
UCATES  A  VlOLATTUf  OR  POTENTIAL  VIOLATION  OP 
LAW.  WHETHER  CIVIL,  CRIMINAL.  OR  REGULATORY  IN 
NATURE.  AND  WHETHER  ARISING  BY  GENERAL 
STATUTE  Ut  PARTICULAR  PROGRAM  STATUTE.  OR  BY 
REGULATION.  RULE.  OR  ORDER  ISSUED  PURSUANT 
THERETO.  THE  RELEVANT  RECORDS  IN  THE  SYSTEM  OP 
RECCMtDS  MAY  BE  REFERRED.  AS  A  ROUTTNB  USE.  TO 
THE  APFRCH>RIATE  AGENCY.  WHETHER  FEEeRAL. 
STATE.  LOCAL  OR  FOREIGN.  CHARGED  WITH  THE 
RESPONSIBILITY  OP  INVESTIGATTNO  OR  PROSECUTTNO 
SUCH  VIOLATION  OR  CHARGED  WITH  ENFORdNO  C« 
IMPLEMENTINO  THE  STATUTE.  OR  RULE.  REGULATION. 
CBt  ORraR  ISSUED  PURSUANT  THERETO.  (3)  A  RECCHtD 
FROM  THIS  SYSTEM  MAY  ALSO  BE  DISCLOSED  AS  A  ROU¬ 
TINE  USB  TO  OTHER  FECSRAL  ACSNCIBS  FOR  REASONS 
NECESSARY  AND  INCIDENT  TO  EMPLOYMENT  BY  THE 
FEDERAL  GOVERNMENT. 
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Starve:  RECCWDS  ARE  MAINTAINED  IN  LOCKED  FILING 
CABINETS  IN  FILE  POLDERS. 

RctrierabBity:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

SMti— tlK  ACCESS  IS  UMTTED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE; 
ACCESS  MAY  BE  GAINED  ONLY  THROUGH  THE  EM¬ 
PLOYEE  REI^TIONS  OFFICER. 

MMl  dhponl:  RECORDS  ARE  RETAINED  UNTIL 
THE  COMPLAINT  IS  RESOLVED. 

SyAe»  auMatcrCs)  and  addrev:  EMPLOYEE  RELATIONS  OF¬ 
FICER.  PERSONNEL  MANAGEMENT  MVISION.  SEE 
“LOCATION”  FOR  ADDRESS. 

NotfBotkMi  procsdvc:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME.  SOCIAL  SECURITY 
NUMBER.  DATE  OF  BIRTH.  OFFICE  OF  EMPLOYMENT  OF 
THE  PERSON  MAKING  THE  INQUIRY,  AND  NAME  OF  THE 
RECORD  SYSTEM. 

Reowd  aoccM  procadiirea;  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  OR  TO.  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MOERFICATION,  ADDITION,  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  MODIFICATION  SHALL  INCLUDE  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”,  THE  DESIRED  ACCESS  OR  CHANGES, 
AND  THE  REASONS  FOR  SUCH  CHANGES. 

CwmtiaC  racncd  proocdarcs:  SEE  “ACCESS  PROCEDURES”. 

Record  aoMToe  categories:  THE  INDIVIDUAL  WHOSE 
RECORD  IS  MAINTAINED.  THE  PERSONNEL  MANAGE¬ 
MENT  DIVISION  LIAISON.  THE  INDIVIDUAL’S  SUPER¬ 
VISOR,  COMPLAINANTS.  AND  ANY  OFFICIALS  INVOLVED 
IN  SETTLEMENT  OF  THE  CXJMPLAINT. 
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Syatea  mmmt:  EMPLOYEE  LOCATOR  FILE 

SysICM  ioctekta:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET.  N.W.,  WASHINGTON,  D.C.  20552. 

Categories  of  tedlwtdiial^  cohered  by  the  syaleai:  ALL  PRESENT 
EMPLOYEES  OF  THE  FHLBB  AND  PERSONS  WHOSE  EM¬ 
PLOYMENT  HAS  BEEN  TERMINATED  FOR  LESS  THAN  SIX 
MONTHS. 

CategorifH  of  records  in  the  syateas:  EMPLOYEE’S  NAME, 
raESENT  ADDRESS.  TELEPflONE  NUMBER,  AND  THE 
NAME.  ADDRESS.  AND  TELEPHONE  NUMBER  OF 
ANOTHER  PERSON  TO  NOTIFY  IN  CASE  OF  EMERGENCY. 

Aatbority  for  audateaaace  of  the  qraten:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Roatiac  aaes  of  records  laaiataiarrl  ia  the  syatem,  incliHhng  catego¬ 
ries  of  wers  ami  the  parpooes  of  aach  aaes:  USED  TO  VERIFY  AD¬ 
DRESS  OF  EMPLOYEE  ON  EMPLOYMENT  FORMS,  TO  CON¬ 
TACT  DESIGNATED  PERSONS  IN  CASES  OF  EMERGENCY. 
AND  TO  VERIFY  ADDRESSES  OF  FIELD  EMPLOYEES  FOR 
MAILING  VACANCY  ANNOUNCEMENTS;  USERS  ARE  PER¬ 
SONNEL  LIAISON  FOR  EACH  OFFICE  OF  THE  BOARD. 
AND  PERSONNEL  MANAGEMENT  ERVISION  EMPLOYEES. 

Pallciea  aad  practioes  for  starMg,  i  rti'h  ^ihig,  acceaafaig,  retahdag. 
aad  dtepaateg  of  records  hi  the  syteas: 

Ster^:  RECORDS  ARE  MAINTAINED  ON  INDEX  CARDS. 

RetrieraMllty:  RECXJRDS  ARE  FILED  BY  NAME  OF  INDIVU- 
DUAL. 

SMigaarilB:  ACCESS  IS  UMITBD  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  INPCMIMATION  IN  A  RECCBO) 
PCBl  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Riiifiite  aad  dhsaaol:  RECORDS  ARE  RETAINED  FOR  SIX 
MONTHS  AFTERTeRMINATION  OF  EMPLOYMENT. 

Sysaeas  BHaHgct<s)  aad  adder  as:  CHIEF.  PROCESSING  AND 
RECORDS  SECTION.  PERSONNEL  MANAGEMENT  DIVI¬ 
SION.  SEE  “LOCATION”  FOR  ADCRESS. 

Wotflratiaa  procodaw;  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUI^  NAME  AND  ADDRESS  OF 
INQUQIER  AND  NAME  OF  RECCMUJ  SYSTEM. 


Record  acocw  prooediaos:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  OR  UPDATED  (INCLUDING  MOMFICATION,  AD¬ 
DITION.  AND  DELETION)  SHALL  NOTIFY  THE  SYSTEM 
MANAGER.  SUCH  NOTIFICATIQN  SHALL  INCLUDE  THE 
INPCMIMATION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”,  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 

Cootesthig  record  procedures:  SEE  “ACXLSS  PROCEDURES”. 

Record  source  categories:  THE  INDIVIDUAL  WHOSE 
RECORD  IS  BEING  MAINTAINED. 
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System  mane:  STATEMENTS  OF  EMPLOYMENT  AND  FINAN¬ 
CIAL  INTERESTS 

System  locatkm:  FEDERAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET.  N.W.,  WASHINGTON.  D.C.  20552. 

Clategories  of  iadividuals  covered  by  the  system:  EMPLOYEES 
OF  THE  BOARD  CLASSIFIED  AT  GS-13  OR  ABOVE.  OR  AT  A 
COMPARABLE  PAY  LEVEL.  WHO  ARE  SPECTFIED  UNDER 
PART  511  OF  CHAPTER  V-FHLBB  RULES  AND  REGULA¬ 
TIONS  AND  SPECTAL  <30VERNMENT  EMPLOYEES  (12  CTR 
PART  511). 

Categories  of  records  in  the  system:  (TORIES  OF  FORMS 
RECXJRDING  EMPLOYMENT  AND  FINANCIAL  INTERESTS. 

Authority  (or  mafaitesiance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101;  E.O.  11222. 

Rondae  uses  of  records  maintatned  in  the  system,  including  catego- 
rim  of  naers  and  the  purposes  of  such  uses:  (1)  MATERIALS  CON¬ 
TAINED  IN  RECXJRDS  IN  THE  SYSTEM  ARE  REVIEWED  BY 
THE  OFFICE  OF  THE  GENERAL  CXJUNSEL  AND/OR  THE 
BOARD  TO  DETERMINE  WHETHER  THERE  ARE  ANY  CON¬ 
FLICTS  OF  INTEREST  OR  OTHER  VIOLATIONS  OF  LAW.  (2) 
IN  THE  EVENT  THAT  A  SYSTEM  OF  RECORDS  MAIN¬ 
TAINED  BY  THIS  AGENCY  TO  CARRY  OUT  ITS  FUNC¬ 
TIONS  INDICATES  A  VIOLATION  OR  POTENTIAL  VIOLA¬ 
TION  OF  LAW.  WHETHER  CTVIL.  CTUMINAL,  OR  REGULA¬ 
TORY  IN  NATURE,  AND  WHETHER  ARISING  BY  GENERAL 
STATUTE  OR  PARTICULAR  PROGRAM  STATUTE,  OR  BE 
REGULATION.  RILE,  OR  ORDER  ISSUED  PURSUANT 
THERETO,  THE  RELEVENT  RECORDS  IN  THE  SYSTEM  OF 
RECXJRDS  MAY  BE  REFERRED.  AS  A  ROUTINE  USE.  TO 
THE  APPRCHPRIATE  AGENCY,  WHETHER  FEDERAL. 
STATE,  LOCAL.  OR  FOREIGN,  CHARGED  WITH  THE 
RESPONSIBILITY  OF  INVESTIGATING  OR  PROSECUTING 
SUCH  VIOLATION  OR  CHARGED  WITH  ENFORCING  OR 
IMPLEMENTING  THE  STATUTE,  OR  RULE.  REGULATION 
OR  ORDER  ISSUED  PURSUANT  THERETO.  (3)  A  RECORD 
FROM  THE  SYSTEM  MAY  BE  DISCLOSED  AS  A  ROUTINE 
USE  TO  OTHER  FEDERAL  AGENCIES  FOR  REASONS 
NECESSARY  AND  INCTDENT  TO  EMPLOYMENT  BY  THE 
FEDERAL  GOVERNMENT. 

Policies  and  practioes  far  storing,  retrieving,  aoceasiBg,  retaining, 
and  dhpoaing  of  reoards  in  the  sytem: 

Saori«e:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS 
IN  LOCKABLE  CABINETS. 

RetrievriiiUty:  RECXJRDS  ARE  FILED  BY  OFFICE  BY  NAME 
OF  INDIVIDUAL 

Safcguards:  ACCESS  IS  LIMITED  TO  PERSONS 

AUTHORIZED  UNDER  511.  735-35  OF  THE  GENERAL  REGU¬ 
LATIONS  OF  THE  BOARD  WHO  HAVE  A  NEED  TO  KNOW 
THE  INFORMATION  IN  A  RECX»tD  FOR  A  PARTICULAR 
J(»-RELATED  PURPOSE. 

Retention  and  diapaaal:  RECXJRDS  ARE  RETAINED  PER¬ 
MANENTLY. 

Syatem  managers)  and  addbem:  DIRECHOR  OF  PERSONNEL. 
SEE  “LOCATION”  FOR  ADDRESS. 

NotMcathm  proeedare:  INQUIRIES  CONCERNING  THE 
RECCMIDS  SHALL  BE  MAEHE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCXUDE  NAME.  SOCIAL  SECURITY 
NUMBER.  OFFICE  OF  EMPLOYMENT,  AND  NAME  OF 
RECmD  SYSTEM 

Record  ncceaa  praoedarea:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECX»D6  (»  TO  HAVE  SUCH  RECORDS 
CHANGED  OR  UPDATED  (D^ZLUIRNO  MOIHFICATION.  AD- 
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DinON.  AND  t«LEnON)  SHALL  NOTIFY  THE  SYSTEM 
MANAGER.  SUCH  NOTIFICATION  SHALL  INCLUDE  THE 
INFORMATION  REQUIRED  TO  BE  FURNISHED  UNI^R 
“NOTIFICATION”,  PLUS  A  BRIEF  RESUME’  C»  DESCRIP¬ 
TION  OF  THE  INFORMATIW  THOUGHT  TO  BE  INCLUE«D 
IN  THE  RECORD,  A  STATEMENT  SETTING  FORTH  THE 
DESIRED  ACCESS  OR  CHANGES,  AND  THE  REASONS  FOR 
SUCH  CH/WOES. 

rnlrntlni  record  proocdom:  SEE  “ACCESS  PROCEDURES”. 

Record  eoturcc  cMetorfcr.  INFORMATION  SUBMITTED  BY  IN¬ 
DIVIDUAL  WHOSE  RECORD  IS  MAINTAINED. 
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Sydca  mam*:  “FORM  387”  FILE  -  TRAINING  REQUEST, 
AUTHORIZATION,  NOTICE  OF  COMPLETION  OF 
TRAINING 

SyatcM  localioa:  FEDERAL  HOME  LOAN  BANK  BOARD,  320 
FIRST  STREET,  N.W.,  WASHINGTON,  D.C.  20552. 

Cetcgorlee  of  faMdridiude  covered  by  the  eyetcoi:  EMPLOYEES 
REQUESTING  AND  COMPLETING  TRAINING. 

Categoriea  of  recoede  in  the  lyileni:  EMPLOYEE’S  NAME.  SO¬ 
CIAL  SECURITY  NUMBER.  DATE  OF  BIRTH,  TITLE, 
GRADE,  OFFICE  AND  DIVISION;  COURSE  DATES.  COURSE 
SPONSOR  AND  ADDRESS.  COURSE  LOCATION,  ACTUAL 
HOURS  IN  CLASS.  ON  OR  OFF  DUTY  HOURS,  COURSE 
TITLE;  PRINCIPLE  PURPOSE  OF  TRAINING.  TYPE  OF 
TRAINING,  COST  OF  TRAINING,  BUDGET  SOURCE. 
BUDGET  TYPE;  SIGNATURES  OF  EMPLO'TEE  SUPER¬ 
VISOR.  OFFICE  DIRECTOR.  DIRECTOR  OF  PERSONNEL. 

Aathorhy  for  maintenance  of  the  system;  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego- 
rics  of  users  and  the  purposes  of  such  uses:  TO  NOTIFY  PERSON¬ 
NEL  MANAGEMENT  OF  COMPLETION  OF  TRAINING.  TO 
KEEP  A  RECORD  OF  ALL  TRAINING  IN  THE  EMPLOYEE’S 
OFFICIAL  PERSONNEL  FILE,  AND  TO  AUTHORIZE  PAY¬ 
MENT  FOR  TRAINING  BY  SPECIAL  SERVICES  AND  FINAN¬ 
CIAL  MANAGEMENT  DIVISION.  USER  IS  PERSONNEL 
MANAGEMENT  DIVISION.  INFORMATION  FROM  THIS 
FILE  IS  ALSO  PROVIDED  TO  THE  CIVIL  SERVICE  COMMIS¬ 
SION  FOR  USE  WITH  THE  CENTRAL  PERSONNEL  DATA 
FILE. 

Polkies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  (Usposing  of  records  in  the  sylem: 

Ston«e:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS 
IN  FlUNG  CABINETS. 

RetrievabUity:  RECORDS  ARE  FILED- BY  NAME  OF  IN¬ 
DIVIDUAL. 

Safeguards:  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  INFORMATION  CONTAINED  IN 
A  RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE, 
AS  DETERMINED  BY  THE  PERSONNEL  MANAGEMENT 
DIVISION  PRIOR  TO  PERMTITING  REVIEW  OF  SUCH 
RECORDS. 

Rctentioa  and  dhposal:  RECORDS  ARE  RETAINED  FOR  TWO 
FISCAL  YEARS. 

System  mam^mfs)  and  addrms;  CHIEF.  CAREER  DEVELOP¬ 
MENT  BRANCH.  PERSONNEL  MANAGEMENT  DIVISION. 
SEE  “LOCATION”  FOR  AIXIRESS. 

Nodficatian  pracedwe:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME.  SOCIAL  SECURITY 
NUMBER.  DATE  OF  BIRTH,  OFFICE  OF  EMPLOYMENT, 
AND  NAME  OF  RECORD  SYSTEM. 

Rccard  accem  procedares:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDINO  M0IXFICAT10N.  A£»>ITION.  AND 
DELETION)  SHALL  MOmFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INFCRIMA- 
HON  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”.  PLUS  A  STATEMENT  CMP  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES 

riiniirtniL  record  pfundaree;  I^E  “ACCESS  PROCEDURES”. 
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Record  aonrae  categoriea:  THE  EMPLOYEE  WHOSE  FILE  IS 
MAINTAINED.  THE  EMPLOYEE’S  SUPERVISC»I,  AND  THE 
PERSONNEL  MANAGEMENT  ERVISION. 
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System  mane:  TRAINING  LOG  BOOK 
System  location:  FEE^RAL  HOME  LOAN  BANK  BOARD.  320 
FIRST  STREET.  N.W.,  WASHINGTON.  D.C.  20552. 

Categories  of  individuals  covered  by  the  system:  ALL  EM¬ 
PLOYEES  REQUESTING  SPECIFIC  TRAINING  COURSES. 

Categories  of  records  hi  the  ijnstem;  EMPLOYEE’S  NAME, 
GRADE.  COURSE  TITLE.  DATES  OF  TRAINING,  DATE 
UPON  WHICH  FORM  587  WAS  RECEIVED  IN  TRAINING  OF¬ 
FICE.  DATE  OF  APPROVAL  OF  REQUEST  BY  DIRECTOR  CM? 
PERSONNEL  IF  THE  TRAINING  IS  NON-GOVERNMENT 
SPONSORED.  NUMBER  OF  HOURS  OF  TRAINING.  COST  OF 
TRAINING.  NUMBER  OF  HCXJRS  OF  NON-GOVERNMENT 
TRAINING  TAKEN  YEAR-TO-DATE. 

Authority  for  mrintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

TRAINING  OF  EMPLOYEES  AND  TO  KEEP  A  RECORD 
OF  THE  HOURS 

OF  NON-GOVERNMENT  TRAINING  TAKEN  TO 
COMPUTE  LENCJTH-OF-SERVICE 
AGREEMENTS. 

Polides  and  practices  for  storing,  retrlevfaig,  aooessing,  retaining, 
and  dinposing  of  recorck  in  the  sytenu 

Ston«e:  RECORDS  ARE  MAINTAINED  ON  FORMS  IN 
LCXXSE-LEAF  BINDERS. 


RetrievabUity:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 


Safeguards:  ACCESS  IS  LIMITED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES 

REQUIRE  SUCH  ACCESS  AND  WHO  HAVE  A  NEED  TO  _ 
KNOW  THE 

INFORMATION  IN  A  RECORD  FOR  A  PARTICULAR  JC«- 
RELATED 
PURPOSE. 


Retention  and  disposal:  RECORDS  ARE  RETAINED  FOR  TWO 
FISCAL  YEARS. 

System  managerCs)  and  addrem:  CTflEF,  CAREER  DEVEI.OP- 
MENT  BRANCH,  PERSONNEL  MANAGEMENT 
DIVISION.  SEE  “LOCATION”  FOR  ADDRESS. 

Notification  procedure:  INQUIRIES  CONCERNING  THE 
RECCMUJS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME.  SOCIAL  SECURITY 
NUMBER.  CMTICE  OF  EMPLOYMENT,  AND  NAME  OF 
RECORD  SYSTEM. 

Rscard  aooem  procedures:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUIMNG  MCMMFICATION.  ADDITION.  AND 
r«LETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUME  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”,  PLUS  A  STATEMENT  OF  THE  I^IRED 
ACCESS  C«  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 

ConteatMg  record  prsmidarm:  SEE  “ACCESS  PROCEDURES”. 
Record  aearce  mtegnrim:  THE  INDIVIDUAL  WHOSE 
RECCMfD  IS  MAINTAINED,  AND  THE  PER9(»4NEL 
MANAGEMENT  IXVISICR4. 
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System  name:  ASSIGNMENT  HISTCMIY  OF  EXAMINERS 
System  location:  SEE  I’SYSTEM  MANAGER”. 

Catigmiee  af  Indhldanle  oavarsd  by  the  tjatmmz  CURRENT 
STAFF  EXAMINERS. 
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CNtinrim  of  recowh  fai  tlw  qnlem:  HISTORY  OF  ASSIGN¬ 
MENTS  OF  EACH  EXAMINER,  INCLUDING  NAME  OF  AS¬ 
SOCIATION,  SIZE,  WHETHER  THE  INDIVIDUAL  WAS  THE 
EXAMINER-IN-CHARGE  OR  AN  ASSISTANT  EXAMINER, 
NUMBER  OF  DAYS,  AND  NUMBER  OF  I^RSONS  ON  THE 
ASSIGNMENT. 

AattMMrky  for  maintenance  of  the  qratcm:  S  U.S.C.  301,  44  U.S.C. 
3101. 

aecs  of  recordi  maintained  la  the  syatcm,  faKhiding  calego- 
lim  of  aaera  and  the  purpoaee  of  anch  naea:  WORK  HISTORY  OF 
EXAMINERS  IS  AVAILABLE  TO  ASSIST  IN  THE  DETER¬ 
MINATION  OF  FUTURE  PERSONNEL  ACTIONS. 

PoUclea  and  practloea  lor  atorhif,  retrieving,  aoocaring,  retaining, 
and  of  recorda  hi  the  qrtcm: 

Ston«e:  RECORDS  ARE  MAINTAINED  IN  FILE  FOLDERS 
OR  IN  A  KARDEX  FILE. 

Rctiievabiiity:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

SMegaarda:  UNNECESSARY  BECAUSE  RECORDS  ARE 
MADE  AVAILABLE  TO  ALL  PERSONNEL  ASSIGNED  TO 
OFFICE. 

Reteatloa  mmI  dbpoaal:  RECORDS  ARE  RETAINED  FOR  SIX 
MONTHS  AFTER  TERMINATION  OF  EMPLOYMENT. 

Sjatem  managrrla)  and  addrcaa: 

ASSISTANT  DISTRICT  DIRECTOR-ADMINISTRATION 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FEDERAL  HOME  LOAN  BANK  BOARD 
ONE  WORLD  TRADE  CENTER,  FLOOR  103 
NEW  YORK.  NEW  YORK  10048  OF  THE  I^IRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR 
SUCH  CHANGES. 

Conteatiag  record  procedarea;  SEE  “ACCESS  PROCEDURES'*. 

Record  aoarce  categortra:  ASSIGNMENT  RECORDS. 
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Syatem  name:  OFFICE  OF  THE  SECRETARY,  CARD  FILES 

Syatcm  location:  FEDERAL  HOME  LOAN  BANK  BOARD,  320 
^  FIRST  STREET,  N.W.,  WASHINGTON,  D.C.  20552. 

Categoeice  of  iadfvidaala  covered  by  the  eyatcna:  BOARD  MEM¬ 
BERS,  OFFICERS  AND  EMPLOYEES  OF  THE  BOARD; 
DIRECTORS,  OFFICERS  AND  COUNSEL  OF  FEDERAL 
HOME  LOAN  BANKS;  AGENTS  OF  THE  BOARD;  MEMBERS 
OF  FEDERAL  SAVINGS  AND  LOAN  ADVISORY  COUNCIL. 

Categorim  of  recorda  in  the  qratcia:  INDEX  TO  INIRVIDUALS 
REFERRED  TO  IN  BOARD  RESOLUTIONS  AND  MINUTE 
ENTRIES  WITH  REGARD  TO  ASSIGNMENTS,  APPOINT¬ 
MENTS,  DELEGATIONS,  TRAVEL  AUTHORIZATIONS. 
RESIGNATIONS.  REASSIGNMENT'S,  SALARIES  AS  TO 
THOSE  PERSONS  NOT  UNDER  CIVIL  SERVICE 
SCHEDULES.  AND  OTHER  BOARD  ACTIONS. 

Aathorlty  for  maiateaanoe  of  the  ayatcm:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Bnathn  aam  of  recarda  amintalaed  in  the  ayatcm,  inrhidhig  catego¬ 
rim  af  aaera  mmI  the  parpoam  of  aach  aaes:  (1)  IN  AIX>rnON  TO 
INTRA-AGENCY  USE.  THE  RECORDS  IN  THIS  SYCTEM 
MAY  BE  RELEASED  UPON  REQUEST  TO  SUCH  OTHER 
FEDERAL.  STATE.  AND  LOCAL  AGENCIES  AND  AUTHORI¬ 
TIES  WHICH  HAVE  AN  INTEREST  IN  ESTABLISHING  THE 
AUTHORITY.  RIGHTS,  AND  DUTIES  OF  THE  ABOVE 
LISTED  INDIVIDUALS.  (2)  IN  THE  EVENT  THAT  A  SYSTEM 
OF  RECORDS  MAINTAINED  BY  THIS  AGENCY  TO  CARRY 
OUT  ITS  FUNCTIONS  INDICATES  A  VIOLATION  OR 
POTENTIAL  VIOLATION  OF  LAW.  WHETHER  CIVIL. 
CRIMINAL  OR  REGULATORY  IN  NATURE.  AND  WHETHER 
ARISING  BY  GENERAL  STATUTE  OR  PARTICULAR  PRO¬ 
GRAM  STATUTE.  OR  BY  REGULATION.  RULE  OR  OR£^ 
ISSUED  PURSUANT  THERETO.  THE  RELEVANT 
FINANCIAL  REP(»TS  REVIEW  CLERK 
OFFICE  OF  EXAMINATIONS  AND  SUl^VISION 
FEWRAL  HCHdE  LOAN  BANK  BOARD 

.  2400  DUBOIS  TOWER 
511  WALNUT  STREET 
CINCINNATI.  OHIO  45202 
INSTRICT  MRECTMl-EXAMINATIONS 
OFFICE  OF  EXAMINATIONS  AND  SUPERVISION 
FSraRAL  HOME  LOAN  BANK  BOARD 
600  STEWART  STREET.  SUITE  610 


SEATTLE,  WASHINGTON  98101 

ASSISTANT  MSTRICT  DIRECTOR 

OFFICE  OF  EXAMINATIC»4S  AND  SUPERVISION 

FEDERAL  HOME  LOAN  BANK  BOARD 

600  CALIFORNIA  STREET 

SAN  FRANCISCO,  CALIFORNIA  94106 

Notification  prooedaia:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME,  SOCIAL  SECURITY 
NUMBER,  OFFICE  OF  EMPLOYMENT  (INCLUDING  FIELD 

l<x:ation),  and  name  of  RECC»D  system. 

Record  aooem  procedarea:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUMNG  MODIFICATION,  ADDITION.  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOnFICATION*',  PLUS  A  STATEMENT  RECORDS  IN  THE 
SYSTEM  OF  RECORDS  MAY  BE  REFERRED.  AS  A  ROUTINE 
USE,  TO  THE  APWIOPRIATE  AGENCY,  WHETHER 
FEDERAL,  STATE,  LOCAL,  OR  FOREIGN.  CHARGED  WITH 
THE  RESPONSIBILITY  OF  INVESTIGATING  OR  PROSECUT¬ 
ING  SUCH  VIOLATION  OR  CHARGED  WITH  ENFORCING 
OR  IMPLEMENTING  THE  STATUTE,  OR  RULE.  REGULA¬ 
TION,  OR  ORDER  ISSUED  PURSUANT  THERETO.  (3)  A 
RECORD  FROM  THIS  SYSTEM  MAY  BE  DISCLOSED  AS  A 
ROUTINB  USE  TO  OTHER  FEDERAL  AGENCIES  FOR 
REASONS  NECESSARY  AND  INCIDENT  TO  EMPLOYMENT 
BY  THE  FEDERAL  GOVERNMENT. 

Pollclm  and  practlom  lor  atorhig,  retrlevhig,  aoccaaing,  retaining, 
and  dhpoaing  af  recorda  hi  the  aytem: 

Stor^  RECORDS  ARE  MAINTAINED  IN  A  CARD  INDEX 
FILE. 

Rctrlevabillty:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

Safegaarda:  ACCESS  IS  UMPTED  TO  PERSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCM  ACCESS  AND  WHO 
HAVE  A  NEED  TO  IWOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Retention  and  dhpoaal:  THE  RECORDS  ARE  MAINTAINED 
PERMANENTLY  AND  PEMOMCALLY  MICROFILMED  FOR 
PERMANENT  SAFEKEEPING. 

Syatcm  imaiiyr(a)  and  adiheaa:  SECRETARY  TO  THE  BOARD. 
SEE  “LOCATTON”  for  AIM3RESS. 

Notification  procedare:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME.  SOCIAL  SECURITY 
NUMBER,  I^RIOD  AND  OFFICE  OF  EMPLOYMENT,  AND 
NAME  OF  RECORD  SYSTEM. 

Record  accem  procedarea:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MODIFICATION,  ADDITION,  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNDER  “  NOTIFICA¬ 
TION”,  PLUS  A  STATEMENT  SETTINO  FORTH  THE 
DESIRED  ACX:ESS  OR  CHANGES  AND  THE  REASONS  FOR 
SUCH  CHANGES. 

Conteathig  record  procedarea:  SEE  ’“ACCESS  PROCEDURES'*. 

Record  aoarce  categorlea;  RESOLUTIONS  AND  MINUTES  OF 
THE  BOARD  AND  CBtIffiRS  OF  THE  CHAIRMAN  OF  THE 
BOARD. 
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Syatcm  aaaae:  PROSPECTIVE  ORGANIZER  (BP  FEDERAL 
SAVINGS  AND  LOAN  ASSCXIATION,  FILE. 

Syatem  location;  FEDERAL  HCBdE  LOAN  BANK  BOARD,  320 
FIRST  STREET,  N.W.,  WASHINOTON.  D.C.  20552. 

Caaegorim  of  indhrldnala  coverad  by  the  tyatam-  PRINCIPAL  IN- 
EBVIEUAL  ON  AN  APPUCATICm  TO  ORGANIZE  A 
FEEffiRAL  SAVINGS  AND  LOAN  ASSOCIATION. 

Categarlm  of  recorda  in  the  eyatemt  NONCXB4FIDENTIAL  AND 
CXJNFir^NTLAL  BKX3RAPH1CAL  AND  FINANCIAL  DATA 
FORMS  SUBMITTED  BY  THE  INDIVIDUAL.  CREDIT 
CHEC3CS.  AND  FBI  REPORTS. 

Anthority  lor  aminlenanoe  of  the  ayataaa:  5  U.S.C.  301.  44  U.S.C. 
3101. 


:  VQI.  40;  HO.  107- 
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Rootiae  vacs  of  recordi  maintahifd  in  the  qratatn,  incliMBng  catcRo- 
rica  of  mmen  wad  the  frpMM  ol  each  aeca:  IN  ikA- AGENCY  USE 
AS  TO  CONFIDENTIAL  DATA;  THE  NONCONFIDENTIAL 
BIOGRAPHICAL  AND  FINANCIAL  DATA  FORMS  ARE 
PUBUCLY  AVAILABLE  UNDER  5  U.S.C.  532. 

PoHdca  aad  practkee  for  atariiif ,  retrievtnt,  aocearfaR,  retafahis, 
aad  cUepoahig  of  recortfa  he  the  qrtem: 

Ston«e:  RECORDS  ARE  INDEXED  IN  A  CARD  FILE.  THE 
FILES  ARE  MAINTAINED  IN  A  SECURED  DOCKET  FILE 
AREA  OR  LOCKED  FILE  CABINETS. 

RctrieviAllity:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

SMcgunb:  ACCESS  TO  CONFIDENTIAL  DATA  IS  LIMITED 
TO  PERSONNEL  WHOSE  OFFICIAL  DUTIES  REQUIRE 
SUCH  ACCESS  AND  WHO  HAVE  A  NEED  TO  KNOW  THE 
INFORMATION  IN  A  RECORD  FOR  A  PARTICULAR  JOB-RE¬ 
LATED  PURPOSE. 

Reteatioa  aad  itiipoaal;  THE  CARD  FuJi  AND  APPLICA¬ 
TIONS  ARE  RETAINED  PERMANENTLY  IN  THE  CASE  OF 
SUCCESSFUL  APPUCANTS.  FILES  OF  APPLICANTS  WHO 
ARE  AIPROVED  BUT  WHO  FAIL  TO  OBTAIN  CHARTERS 
ARE  RETAINED  FOR  10  YEARS.  UNSUCCESSFUL  APHJ- 
CANTS’  FILES,  EXCEPT  IN  EXTRACMIDINARY  CASES,  ARE 
RETAINED  FOR  5  YEARS. 

Syatem  BMUMger(e)  aad  addreae:  SECRETARY  TO  THE  BOARD. 
SEE  “LOCATION”  FOR  ADDRESS.  DIRECTOR,  OFFICE  OF 
HOUSING  AND  URBAN  AFFAIRS.  SEE  “LOCATION”  FOR 
ADDRESS. 

Notificatioa  proccdare:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
INQUIRIES  MUST  INCLUDE  NAME,  SOCIAL  SECURHY 
NUMBER,  BIRTH  DATE,  NAME  AND  LOCATION  OF 
PROSPECTIVE  ASSOCIATION,  AND  NAME  OF  RECORD 
SYSTEM. 

Record  acceaa  prooedarea:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  OR  TO  HAVE  SUCH  RECORDS 
CHANGED  (INCLUDING  MODIFICATION,  ADDITION,  AND 
DELETION)  SHALL  NOTIFY  THE  SYSTEM  MANAGER. 
SUCH  NOTIFICATION  SHALL  INCLUDE  THE  INFORMA¬ 
TION  REQUIRED  TO  BE  FURNISHED  UNICR 
“NOTIFICATION”,  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES.  ACCESS  TO  FBI  REPCMITS  MUST  BE 
REQUESTED  FROM  THAT  AGENCY. 

CoatcatiBg  record  prooedarea:  SEE  *‘ACX!ESS  PROCTEDURES”. 

Record  aoarce  cateporlea:  THE  INDIVIDUAL  WHOSE  REPORT 
IS  MAINTAINED,  CREDIT  REPORTING  AGENCIES,  AND  FBI 
REPORTS. 
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Syatcai  aamc:  SUSPENSIONS  FILE 

Syateoi  locatioa:  FEDERAL  HOME.LOAN  BANK  BOARD,  320 
HRST  STREET.  N.W.,  WASHINGTON,  D.C.  20552. 

Categorfai  of  haSyMaala  ooecred  bp  the  ayatem:  OFFICERS  AND 
DIRECTORS  OF  FEDERALLY  CHARTERED  SAVINGS  AND 
LOAN  ASSOCIATIONS  AND  STATE  CHARTERED  INSURED 
INSTITUTIONS. 

Catepoties  of  reoorda  ia  the  ajrateai:  OFFICIAL  ACTIONS  OF 
THE  BOARD  AND  D(X:UMENTATION  CONSIDERED  BY 
THE  BOARD  IN  SUSPENDING  INDIVIDUALS  FROM  PER¬ 
FORMANCE  OF  FUNCTIONS  AT  INSURED  INSTITUTIONS 
ENDING  THE  OUTCOME  OF  (I)  FORMAL  REMOVAL 
PROCEDURES  UNDER  SECTION  407  OF  THE  NATIONAL 
HOUSING  ACT.  OR  (2)  CRIMINAL  PRCXHEDINGS  AGAINST 
THE  INDIVIDUAL. 

Aatharlty  for  aiahitTaanrr  of  the  ^atcm:  5  U.S.C.  301,  44  U.S.C. 
3101;  SECTION  407  OF  THE  NATIONAL  HOUSING  ACT;  SEC¬ 
TION  5(D)  OF  THE  HOME  OWNER’S  LOAN  ACT  OF  1933,  AS 
AMENDED. 

Raalhit  aaca  of  rccoetle  oadataiaed  ia  the  ayatem,  larliiiBap  calqa- 
rtca  ef  aaera  aad  the  aarnoaea  of  aach  aaea:  REL£ASE  OF  THE 
BOARD  ACTION  ToThSiNDIVIDUAL  WHO  IS  THE  SUB¬ 
JECT  OF  SUSPENSION  PROCEEDINGS.  THE  INSTITUTTON 
WITH  WHICH  HE  IS  ASSOCIATED,  AND  THE  APPROPRIATE 
REGIONAL  FEDERAL  HCMdE  LOAN  BANK;  IN  SOME 
CASES  NOTICES  OF  SUSPENSION  FOLLOWING  AN  IN¬ 
DICTMENT  ARE  PUBUCLY  RELEASED. 


Bolides  and  practkes  far  atnrhip,  retrieviag,  aoceadap,  rctaiaiac, 
aad  dhiMMlaB  of  recordh  ia  the  ayteBa: 

Stor^:  RECmDS  ARE  INI^XED  IN  A  CARD  FILE. 

Rctrievdiillty:  RECORDS  ARE  FILED  BY  NAME  OF  IN- 
ERVIDUAL. 

Safapi^efa:  ACCESS  TO  NOTKHS  OF  SUSPENSION  WHICH 
ARE  NOT  PUBUCLY  RELEASED  IS  LIMITED  TO  PERSON¬ 
NEL  WHOSE  OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS 
AND  WHO  HAVE  A  NEED  TO  KNOW  THE  INFORMATION 
IN  A  RECC»D  PC»  A  PARTICULAR  JOB-RELATED  PUR¬ 
POSE 

Retcalloa  «ad  dkpoaal:  THE  FILES  ARE  RETAINED  PER¬ 
MANENTLY. 

System  manapeits)  and  address:  SECRETARY  TO  THE  BOARD. 
SEE  “LOCATION”  FOR  AM3RESS. 

Notfficatfaa  prooedarc:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MADE  TO  THE  SYSTEM  MANAGER. 
THE  NOTIFICATION  SHALL  CCMMTAIN  SUFFICIENT  INFCXt- 
MATION  TO  ESTABUSH  THE  IDENTITY  OF  THE  IN- 
MVIDUAL  INVOLVED,  INCLUWNG  NAME,  INSTITU¬ 
TIONAL  ASSCXTATION,  AND  APPROXIMATE  DATE  OF 
BOARD  ACTION. 

Record  acxcaa  procednrcs:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THE  RECORDS  SHALL  NOTIFY  THE  SYSTEM 
MANAGER.  SUCH  NOTIFICATION  SHALL  INCLUI®  THE 
INFCXIMATION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION”.  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACXTESS  OR  CHANGES  AND  THE  REASWS  FOR  SUCH 
CMANGES. 

Canle8lh«  raoord  procedarea:  SEE  “ACCESS  PROCEDURES’.. 

Record  aoarce  cafaporiea:  OFFICIAL  ACTTIONS  OF  THE 
BOARD. 
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Syatem  mane:  REMOVAL  AND  ntOHIBITIONS  FILE 

Syatem  localion:  FEDERAL  HCXdE  LOAN  BANK  BOARD.  320 
FIRST  STREET.  N.W..  WASHINGTON.  D.C.  20532. 

Cateporiea  of  iadividuala  covered  by  the  ayatem:  OFFICERS  AND 
DIRECTORS  OF  FEDERALLY  CHARTERED  SAVINGS  AND 
LOAN  ASSOCIATIONS  AND  STATE  CHARTERED  INSURED 
INSTITUTIONS. 

Cateporiea  of  reoorda  ia  the  ayaleai:  RESOLUTIONS  AND  OR¬ 
DERS  OF  THE  BOARD  AND  DOCUMENTATION  CON¬ 
SIDERED  BY  THE  BOARD  IN  REMOVING  INDIVIDUALS 
FROM  POSITIONS  WITH  INSURED  INSTirUTIONS  AND 
PROHmmNG  THEIR  FUTURE  ACTIVITY  IN  THE  AFFAIRS 
OF  SAID  INSTITUTIONS. 

Aotharity  for  nadnfnaairr  of  the  ayatcaa  5  U.S.C.  301,  44  U.S.C. 
3101;  ACTION  407  OT  THE  NATIONAL  HOUSING  ACT;  SEC¬ 
TION  3(D)  OF  THE  HOME  OWNERS.  LOAN  ACT  OF  1933,  AS 
AMENDED. 

Routfcac  oaea  of  recorda  aadatalned  fa  the  ayalea^  farladfap  ratego- 
rka  of  mere  and  the  pmpoaes  of  each  mea:  RELEASE  OF  THE 
BOARD  ACTION  TO  THE  INDIVIDUAL  WHO  IS  THE  SUB¬ 
JECT  OF  THE  PROCEEDINGS.  THE  INSURED  INSTITUTION 
WITH  WHICH  HE  WAS  ASSOCIATED.  AND  THE  REGIONAL 
FEDERAL  HOME  LOAN  BANKS. 

PoHdea  aad  practfaea  far  atarfap,  rctrievfap,  aoccodap,  retahfaip, 
and  dfapoafag  of  reoorda  fa  the  ayteaa: 

Stari«K  RECORDS  ARE  INDEXED  IN  A  CARD  FILE. 

Hetiievabttlty:  RECORDS  ARE  FILED  BY  NAME  OF  IN- 
MVIDUAL. 

Safepaarda:  ACCESS  IS  UMTTED  TO  I^RSONNEL  WHOSE 
OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND  WHO 
HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JC»-RELATED  PURPOSE. 

Raleatioa  and  dfapoaal:  THE  FILES  ARE  RETAINED  PER¬ 
MANENTLY. 

Syatem  Bamaper(a)  aad  addrcaa:  SECRETARY  TO  THE  BOARD. 
SEE  “LOCATION”  FOR  AIXJRESS.  DIRECTOR.  COM¬ 
PLIANCE  MVISION.  OFFICE  OF  THE  GENERAL  COUNSEL. 
SEE  “LCXIATION”  FOR  ADIXIESS. 

NortHcatfaa  procedure:  INQUIRIES  CONCERNING  THE 
RECORDS  SHALL  BE  MAI»E  TO  THE  SECRETARY  TO  THE 
BOARD.  THE  NOTIFICATKW  SHALL  CONTAIN  SUFFI- 


mClAL  MOSIHI  VOL  40.  NO.  1«7— VWOMSOAY,  AUGUST  U.  1«7S 


39072 


FEOiRAL  HOME  lOAN  BANK  BOARD 


CIENT  INFORMATION  TO  ESTABLISH  THE  HffiNTlTY 
THE  INDIVIDUAL  INVOLVED  IN  THE  PROCEEERNOS.  IN¬ 
CLUDING  INSTITUTIONAL  ASSOCIATION,  AND  APPROXI¬ 
MATE  DATE  OP  BOARD  ACTION. 

iMord  moetm  praocdTO:  PERSONS  WISHING  TO  HAVE  AC¬ 
CESS  TO  THEIR  RECORDS  TO  HAVE  SUCH  RECCaU)S 
CHANGED  (INCLUDING  MODDICATION.  AIX>rnON.  AND 
DELETION)  SHALL  NOTIFY  THE  SECTIETARY  TO  THE 
BOARD.  SUCH  NOTDrICATION  SHALL  INCLUDE  THE  IN¬ 
FORMATION  REQUIRED  TO  BE  FURNISHED  UNDER 
“NOTIFICATION",  PLUS  A  STATEMENT  OF  THE  DESIRED 
ACCESS  OR  CHANGES  AND  THE  REASONS  FOR  SUCH 
CHANGES. 

CoalHllDg  reoord  proocdara:  SEE  “ACCESS  PROCEDURES”. 

Record  ooTcc  cotegortei;  BOARD  RESOLUTIONS  AND 
MINUTE  ENTRIES. 
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Sy«ca  mum:  FBI  INVESTIGATORY  RECORDS  CX)PY  FILE 

SyUcB  loadkm:  FEDERAL  HOME  LOAN  BANK  BOARD,  320 
FIRST  STREET,  N.W.,  WASHINGTON,  D.C  20552. 

Catcsoctes  of  iodMdiiala  covered  by  the  qrotam:  PERSONS 
UNDER  INVESTIGATION  BY  THE  FEDERAL  BUREAU  OF 
INVESTIGATION. 

Cotegortri  of  recordo  in  the  ejnleni:  FBI  INVESTIGATIVE  RE¬ 
PORTS. 

Authority  for  muinteuonce  of  the  eyileni:  5  U.S.C.  301,  44  U.S.C. 
3101;  SECTION  5(D)  OF  THE  HOME  OWNERS’  LOAN  ACT  OF 
1933,  AS  AMENDED;  AND  SECTION  407(M)  OF  THE  NA¬ 
TIONAL  HOUSING  ACT,  AS  AMENDED. 

RcNrtiM  uses  of  recorde  nudiitafaied  hi  the  ^ntem,  fawliidhig  catego- 
rtes  of  neer*  uul  the  purpoaes  of  anefa  uaea:  INTERNAL  USE  BY 


PERSONNEL  ENGAGED  IN  SUPERVISORY  OR  ENFORCE¬ 
MENT  CAPACITY;  NO  IXSTRIBUTION  OUTSIDE  AGENCY 
EXCEPT  TO  SUPERVIS(»Y  AGENTS  OF  THE  BOARD  AT 
THE  FEDERAL  HOME  LOAN  BANKS. 

PoHdea  and  practloea  lor  alnrhit,  retiferfug,  owrariug,  retahring, 
umI  dhpoaing  of  reoorda  hi  the  ayleas: 

Storage:  THE  RECORDS  ARE  MAINTAINED  IN  LOCKED 
FILES. 

Rctrlerafaility:  RECORDS  ARE  FILED  BY  NAME  OF  IN¬ 
DIVIDUAL. 

SMeguMds:  ACCESS  IS  LIMITED  TO  PERSONNEL  EN¬ 
GAGED  IN  SUPERVISORY  OR  ENFORCEMENT  ACTIVITY 
WHOSE  OFFICIAL  DUTIES  REQUIRE  SUCH  ACCESS  AND 
WHO  HAVE  A  NEED  TO  KNOW  THE  INFORMATION  IN  A 
RECORD  FOR  A  PARTICULAR  JOB-RELATED  PURPOSE. 

Rctcafioii  and  dbpoaal:  RECORDS  ARE  DESTROYED  FIVE 
YEARS  AFTER  RECEIPT  OF  THE  REPORTS  UNLESS  AGEN¬ 
CY  PERSONNEL  ENGAGED  IN  ENFORCEMENT  ACTIVITY 
HAVE  CXJNTINUING  INTEREST  IN  THE  INVESTIGATION. 

SyatcBi  nHnnger(a)  and  adtkaaa:  IBRECTOR  OF  THE  CXJM- 
PUANCE  DIVISION,  OFFICE  OF  THE  GENERAL  COUNSEL. 
SEE  “LCXIATION”  FOR  ADDRESS. 

Notillcatkin  pracedmr:  EXEMPT  SYSTEM  UNDER  5  U.S.C. 
552A(J)  OR  (Kr 

Record  acoeaa  procohirea:  REQUEST  FOR  ACX:ESS  TO  AND 
CORRECnON  OF  RECORDS  IN  THIS  SYSTEM,  WHICH  ARE 
FILES  EXEMPT  3Y  THE  FBI  UNDER  5  U.S.C.  552(J)  OR  (K), 
SHOULD  BE  ADDRESSED  TO  THE  FBI. 

Conlealhig  record  proccdurea:  SEE  “ACCESS  PROCEDURES”. 

Record  amarce  catcgorica:  EXEMPT  RECORD  SYSTEM  UNDER 
5  U.S.C.  552(J)  OR  (K). 


[FR  Doc.75-a3S36  PDed  8-36-78:8:45  am] 
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DEPARTMENT  OF  HEALTH, 
EDUCATION,  AND  WELFARE 
Food  and  Drug  AdministratkHi 
(Docket  No.  75N-0211) 

PRIVACY  ACT  OF  1974 
Notkc  ot  Systems  of  Records 

The  Commission  of  Food  and  Drags,  to  conqdy  with  the  provi- 
sions  of  the  Privacy  Act  of  1974  (I^b.  L.  93 — 579  (5  U.S.C. 
SS2a(eX4))),  is  puUishing  notice  Of  the  existence  of  Food  and  Drag 
Administration  records  systems  subject  to  the  Act  Systems 
identified  in  this  notice  as  maintained  by  the  Food  and  Drag  Ad¬ 
ministration  are  in  addition  to  the  systems  identified  in  notices  of 
the  Department  of  Health,  Education,  and  Welfare  and  the  Crvil 
Service  Commission. 

Public  comment  is  invited  on  the  routine  uses  of  recmtls  in  each 
system.  A  “routine  use”  is  a  “use  of  (a)  record  for  a  purpose 
which  is  compatible  with  the  purposes  for  which  it  was  collected” 
(fi  U.S.C.  SS2a(aX7)).  This  term  dMS  not  include  any  use  within  the 
Department  of  Heidth,  Education,  and  Welfare  to  emfdoyees  who 
have  a  need  for  the  record  in  the  performance  of  their  duties  or 
disclosures  required  by  the  Freedom  of  Information  Act  or  other¬ 
wise  specifically  permitted  by  the  Privacy  Act  under  S  U.S.C. 
5S2a(b)  without  mention  in  the  system  notice  (disclosures  to  the 
Bureau  of  the  Census,  for  certain  statistical  purposes,  to  the  Na¬ 
tional  Archives,  for  a  law  enforcement  activity,  in  an  individual 
emergency,  to  Congress,  to  the  Congrtroller  Geireral,  or  by  court 
order). 

These  notices  are  issued,  and  the  routine  uses  proposed,  by  the 
Commissioner  pursuant  to  provisions  of  the  Federal  Food,  Drag, 
and  Cosmetic  Act  (sec.  201  et  seq.,  52  Stat  1040,  et  seq.,  as 
amended  (21  U.S.C.  321  et  seq.));  the  Public  ealth  Service  Act  (sec. 
1  et  seq.,  58  Stat.  682,  as  amended  (42  U.S.C.  201  et  seq.));  the 
Freedom  of  Information  Act  (Pub  L.  90-23,  81  Stat.  54-%,  as 
amended  (5  U.S.C..352));  the  Privacy  Act  of  1974  (Pub.  L.  93-579, 
sec.  2  et  seq.,  88  Stat.  1896  (5  U.S.C.  552a)),  and  authority 
delegated  to  the  Conunissioner  of  Food  and  Drags  (21  CFR  2.120). 

Interested  persons  may,  on  or  before  (insert  date  30  days  after 
date  of  publication  in  the  Federal  Register),  file  with  the  Hearing 
Clerk,  Food  and  Drag  Administration,  Rna.  4-65,  5600  Fishers 
Lane,  Rockville,  MD  20852,  written  comments  (preferaUy  in  quin- 
tuplicate),  regarding  this  notice.  Comments  received  may  be  seen  in 
the  above  office  between  9  a.m.  and  4  p.m.,  Monday  through 
Friday. 

Dated:  August  19,  1975. 

Sam  D.  Fine 

Associate  Conunissioaer  for  CompUaitce 

Privacy  Act  Record  Systems  maintained  by  the  Food  and  Drag 
Administration. 

I.  Association  of  Official  Analytical  Chemists  (AOAC)  Member 
File. 

3.  CUnical  Investigator  Records. 

4.  Communications  (oral  and  written)  with  the  public. 

5.  FDA  Oe-ential  Holder  File. 

6.  Individual  and  Household  Statistical  Surveys  and  Special  Stu¬ 
dies  on  FDS-Regulated  Products. 

7.  (Quality  Assurance  Program. 

8.  Radiation  Protection  Program  Personnel  Monitoring  System. 

9.  Radiation  Registry  of  Physicians. 

10.  Regulated  Industry  Em^yee  Enforcement  Records. 

II.  Science  Advisor  Research  Associate  Program  (SARP). 

12.  State  Food  and  Drug  Official  File. 

HEW/FDA-l 

System  aaiM:  Associatioo  of  Official  Analytical  Chemists  (AOAC) 
Member  File — HEW/FDA. 

System  locatfam:  FDA  Liaison  Office  for  AOAC,  Rm.  3848,  FB-8, 
200  C  St.,  SW.,  Washington.  DC  20204. 

Categories  of  Indlvliliiali  covered  by  the  system:  AOAC  Cooimittee 
members.  Subcommittee  members.  Referees  and  Associate 
Referees  (employed  by  FDA,  rdated  Federal  or  State  agencies, 
universities,  or  regulat^  industry).  Shows  individuals  involved  in 
AOAC  scientific  activities,  e.g.,  developing  methods  for  determin¬ 
ing  adulteration  of  food,  drags,  etc. 


CategorieB  of  reoorrb  hi  the  system:  Contains  name,  address, 
telqrhooe  number,  and  area  of  stu^. 

Authority  for  iiinhhrnssirr  of  the  syatem:  Section  702(a)  of  the 
Federal  Fbod,  Drug,  and  Cosmetic  Act  (21  U.S.C  372(a));  section 
301  the  Public  Health  Service  Act  (42  U.S.C.  241). 

Routhie  usm  of  records  mahhahsed  hi  the  system,  fasduding  catego¬ 
ries  of  users  and  the  purpoam  of  such  uses:  Providied  to  Department 
of  Agriculture,  Environmental  Protection  Agency,  and  the  various 
State  agencies  that  have  an  interest  in  development  of  official 
analytical  methods. 

Polides  and  practices  for  storing,  retrieviiig,  aoceashig,  rctatahig, 
asid  dispfvdng  of  records  in  the  sytenu 

Storage:  Maintained  in  letter-size  manila  folders,  card  file,  and 
magnetic  tape. 

RetrievabiUty:  Indexed  by  name,  used  to  provide  a  service  for 
AOAC  on  its  committees.  Prim^  use  of  the  system  is  the  prepara¬ 
tion  of  an  armual  puUication  listing  AOAC  projects;  used  as  mail¬ 
ing  list  and  to  identify  individuals  vriio  iruiy  be  asked  to  assist  FDA. 

Safeguards:  Masterfile  is  in  locked  containers  in  secured  area.  In¬ 
dividual  files  are  maintained  with  other  administrative  files.  All  in¬ 
formation  in  the  records  is  required  to  be  disclosed  under  the 
Freedom  of  Information  Act 

Retentfon  and  lUspo^:  Records  are  retained  as  long  as  an  in¬ 
dividual  is  a  participating  member,  then  destroyed. 

System  managats)  and  address:  FDA  Liaison  Officer  fm:  AOAC 
(HFS-56).  Rm.  3848,  FB-8.  200  C  St,  SW..  Washington.  DC  20204. 

Notification  procedure:  FDA  Privacy  Coordinator  (HF-50),  Food 
and  Drxig  Administration,  5600  Fishers  Lane,  Rockville,  MD  20852. 

Record  access  procedures:  Same  as  notification  procedure. 

Contesting  record  inuccdures:  Same  as  notification  procedure. 

Record  source  categories:  Individual  on  whom  the  record  is  nuun- 
tained. 

iDA-2 

System  mom:  Certified  Retort  Operators — HEW/FDA. 

System  location:  Division  of  Food  Technology.  Bureau  Foods, 
Rm.  4029,  FB-8,  200  C  St.  SW.,  Washington.  DC  20204. 

Categories  of  individuals  covered  by  the  system:  Food  industry 
enq>loyees  who  have  attended  courses  of  instruction  relating  to 
operation  of  retcHts. 

Categories  of  records  in  the  system:  Contains  name  and  training 
records. 

Authority  (or  maintenance  of  the  system:  Section  404  of  the 
Federal  Food,  Drag,  and  Cosmetic  Act  (21  U.S.C.  344);  21  CFR 
128b.l0. 

Routine  uses  of  records  maintaiiied  in  the  systeas,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  showing  that 
low-ack)  caiuied  food  establishment  did  not  have  caiuiing  opera¬ 
tions  under  the  supervision  of  certified  retort  operator  may  be  (1) 
referred  for  investigation  and  possible  enforcement  action  against 
the  company  and  responsible  (rfficials,  to  the  Department  of 
Justice,  or  appropriate  State  food  and  drug  law  enforcement  agen¬ 
cies,  or  (2)  disclosed  in  administrative  or  court  proceedings.  Most 
reccNtds  in  the  system  may  be  disclosed  (1)  under  the  Freedom  of 
Information  Act  (5  U.S.C.  552),  or  (2)  a  focxl  company  may  be  ad¬ 
vised  whether  an  individual  has  satisfied  FDA  requirements. 

Policies  and  practices  for  storksg,  retrieving,  accessing,  retaiahig, 
anddhpostag  cf  records  in  the  sytra: 

Storage;  Maintained  in  standard  filing  equipment  and  magnetic 
tape. 

RetrievabiUty:  Indexed  by  name,  used  to  ascertain  program 
progress. 

Safeguards:  Magnetic  tapes  are  stored  in  locked  exmtainers  in 
secured  area.  Indivkhial  printouts/original  hard  copy  records  are 
stored  in  r^pilar  adnunistrative  files,  maintained  in  secured  file 
area  or  secured  file  containers. 

Retention  and  diapoanl:  Retained  indefinitely. 

System  numager(s)  and  athhess:  Director,  Division  of  Pood 
Technology  (HFF-400),  Rm.  4029,  FB-8.  200  C  St..  SW..  Washing¬ 
ton.  DC  20204. 

Notification  procedure:  FDA  Privacy  Coordinator  (HF-50),  Food 
and  Drug  Administration,  5600  Fishers  Lane.  Rockville.  MD  20652. 

Record  access  procedures:  Same  as  notification  procedure. 

Contesting  record  procedures:  Same  as  notification  procedure. 
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Record  eoaroe  calctorics:  EducaticMial  institutioiis  that  conduct  re¬ 
tort  operator  training. 

FDA-3 

Syatcan  naaae:  Clinical  Investigator  Records — HEW/FDA. 

SystoB  location:  Scientific  Investigations  Staff,  Bureau  of  Drugs, 
Rm.  18B-31,  5600  Hshers  Lane,  Rockville,  MD  208S2. 

Categories  of  tndhrkliials  covered  by  the  system:  Clinical  investiga¬ 
tors  who  are  conducting  or  have  conducted  clinical  studies  new 
drugs  under  investigational  new  drug  exen4>tion  requests. 

Categories  of  records  in  the  system:  Automated  file  is  maintained 
on  all  clinical  investigators;  contains  name,  education,  professional 
qualifications,  and  background,  and  information  tm  studies  being 
conducted.  Manual  file  contains,  in  addition  to  that  same  informa¬ 
tion,  investigatory  material  collected  or  developed  by  FDA,  during 
investigations  of  possiUe  vk^tions  of  statutes  and  regulations 
governing  new  drug  studies. 

Authority  for  nuintrnance  of  the  system:  Section  S0S(iX3),  Federal 
Food,  Drug,  and  Cosmetic  Act  (21  U.S.C.  3SS(iK3));  21  CFR  Part 
312  (New  dnigs  for  investigational  use). 

RoathM  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  that  indicate 
violation  or  potential  vk^tion  (rf  law  may  be  (1)  referred  for  in¬ 
vestigation  and  possible  enforcement  action  under  the  Federal. 
State,  or  foreign  laws  to  the  Department  of  Justice,  an  ^;>propriate 
State  food  and  drug  enforcement  agency  or  licensing  authority,  or 
the  government  of  a  fmeign  country  where  studies  are  being  or 
have  been  conducted,  or  (2)  disclosed  in  administrative  or  court 
proceedings.  Records  in  the  system  may  be  (1)  the  sub}ect  of  dis¬ 
cretionary  disclosures  under  the  Freedom  of  Information  Act  (S 
U.S.C.  552)  where  the  Commissioner  finds  the  public  interest  in 
disclosure  outweighs  the  impact  on  the  investigator’s  personal 
privacy,  or  (2)  disclosed  to  drug  companies  seeking  information  on 
whether  a  given  investigator  is  qualified  to  receive  investigational 
drugs. 

Policies  aud  praetkes  for  storing,  retrieving,  accessing,  retainhig, 
and  disposing  of  records  in  the  sytem: 

Storage:  Three  hundred  to  five  hundred  files  conq>iled  of  in¬ 
vestigations  of  possible  violatkms  of  statutes  and  regulations  are 
maintained  in  letter-size  manila  folders.  Automated  file 
(approximately  30,(X)0  investigators)  is  maintained  on  magnetic 
tape. 

Retrievabttity:  Indexed  by  name,  used  to  provide  controls  to  as¬ 
sure  that  investigators  meet  requirements  of  statute  or  regulations. 

Safeguards:  All  ffles  are  stored  in  locked  cabinets  in  secured  area. 

Retention  and  disposal:  Records  retained  indefinitely. 

System  nuuuiger(s)  and  addres:  Director,  Scientific  Investigations 
Staff  (HFD-108),  Bureau  of  Drugs,  Rm.  18B-31,  Paiklawn  Bldg., 
5600  Fishers  Lane,  Rockville,  MD  20652. 

Notification  procedure:  FDA*  Privacy  Coordinator  (HF-50),  Food 
and  Drug  Administration.  5600  Fishers  Lane,  Rockville,  MD  20652. 

Record  access  procedures:  Same  as  notification  procedure  (some 
material  is  exempt  from  access  and  contest). 

Contesting  record  procedures:  Same  as  notification  procedure 
(some  materia)  is  exempt  from  access  and  contest). 

Record  source  categories:  Individual  cm  whom  the  record  is  main¬ 
tained.  Some  material  is  obtained  from  third  parties,  e.g.,  drug  com¬ 
panies,  publications  or  is  developed  by  FDA. 

Syatanss  exempted  from  certaia  provisioua  of  the  net:  This  system 
is  exempt  from  access  and  contest  and  certain  other  provisions  of 
the  Privacy  Act  (5  U.S.C.  552a(cX3).  (dXD  to  (4),  (eX3),  (eX4XG)  to 
(H)  and  (f))  to  the  extent  that  it  includes  investigatory  material 
compiled  for  law  enforcement  purposes,  including  criminal  law  en¬ 
forcement  purposes. 

FDA-4 

System  name:  Communications  (oral  and  written)  with  die  pubbe. 

System  locatioa:  Administrative  Services  Branch,  Associate  C^Om- 
missioner  for  Administration;  Office  of  Legislative  Services;  5600 
Fishers  Lane,  Rockville,  MD  20652;  FDA  Field/District  Offices 
(see  Appendix  A). 

Caitgsrits  of  tadividuals  covered  by  the  system:  Individuals,  other 
than  employees  of  enterprises  regulated  by  FDA,  who  commu¬ 
nicate  with  FDA  or,  in  some  cases,  are  the  subject  of  communica- 
tions  by  others  with  FDA;  for  example,  correspondence  by  mem¬ 
bers  of  Clongress  writing  to  FDA  on  their  behalf. 


Categories  of  records  hi  the  system:  Generally  initiated  by  in¬ 
dividuals  outside  the  agency.  Includes  correspondence  from  and  to 
individuak,  summaries  of  conversations  prepared  by  FDA  em¬ 
ployees,  and  records  prepared  by  FDA  as  a  f(41ow-up  to  consumer 
complaints,  oral  and  written. 

Authority  lor  maintenance  of  the  system:  Federal  Food,  Drug,  and 
Closmetic  Act  (21  U.S.C.  321  ct  seq.);  the  PuUic  Health  Service  Act 
(42  U.S.C.  201  et  seq.),  and  authority  delegated  to  the  Commis¬ 
sioner. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sudi  uses:  All  correspondence  to 
and  from  members  of  the  public,  members  of  Congress,  organiza¬ 
tion  or  company  officials,  or  otliCT  persons  except  members  of  the 
Executive  Branch  and  special  government  employees  is  availaMe 
for  public  disclosure  except  to  the  extent  that  the  correspondence 
concerns  confidential  information  (21  CTR  4.102);  individual  names 
are  generally  deleted  prior  to  d^losure.  Records  that  indicate 
vit^tion  or  potential  violation  of  law  may  be  (1)  referred  for  in¬ 
vestigation  and  possible  enforcement  action  under  Federal,  State, 
or  foreign  laws  to  the  Department  of  Justice,  an  iqipropriate  State 
food  and  drug  enforcement  or  health  agency  or  licensing  authority, 
or  the  government  of  a  foreign  country,  or  (2)  disclosed  in  adminis¬ 
trative  or  court  proceedings. 

Polktes  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  chsposing  of  records  in  the  sytem: 

Storage:  Manual  files  are  maintained  in  letter-size  folders. 

Retrievabttity:  Used  by  FDA  employees  in  carrying  out  their 
responsibilities,  e.g.,  responding  to  foDow-up  correspondence  on 
complaints,  requests  for  information,  etc.  Administrative  Services 
Branch  files  include  copies  of  correspondence  received  from  puUic 
and  FDA  reply.  Records  are  arranged  by  company  or  by  subject.  A 
card  index  gives  correspondent’s  name,,  date  of  letter,  subject  and 
location.  An  automated  index  is  being  implemented.  Tlie  Office  of 
L^islative  Services  maintains  duplicates  of  letters  FDA  sends  to 
membos  of  Congress  and  summaries  of  oral  inquiries  in  files  or¬ 
ganized  by  members’  names.  The  Office  of  Legislative  Services 
maintains  a  manual  control  system  and  the  Executive  Secretariat, 
Office  of  the  Commissioner,  maintains  an  automated  control 
system  of  pending  correspondence  needing  reply.  Field  offices  file 
consumer  compl^ts  by  complainants’  names.  Other  FDA  units 
have  correspondence  ffles  but  these  are  not  retrieved  by  individual 
name  or  personal  identifiers. 

Safeguards:  All  files  are  stored  in  locked  cabinets  in  secured 
areas. 

Rctenthm  and  diaposal:  Records  are  retained  indefinitely. 

System  managerfs)  and  address:  Chief,  Administrative  Services 
Branch,  Food  and  Drug  Administration,  5600  Fishers  Lane, 
Rockville,  MD  20652;  Director,  Office  of  Legislative  Services,  56(X) 
Fishers  Lane,  Rockville,  MD  20852;  Regional  or  Deputy  Regional 
Food  and  Drug  Directors  in  FDA  Field/District  Offices  (see  Appen¬ 
dix  A). 

Notification  procedure:  FDA  Privacy  Coordinator  (HF-50),  Food 
and  Drug  Administration,  5600  Fishers  Lane,  Rockville,  MD  20852. 

Record  access  procedures:  Same  as  notification  procedure. 

Contesting  record  procedures:  Same  as  notification  procedure. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained  or  others  (generally  members  ot  Congress)  who  write  to 
FDA  about  them. 

FDA-5 

System  name:  FDA  Credential  Holder  File — HEW/FDA. 

Systm  locadoa:  FDA  Enqfloyees:  Services  Management  Section, 
Associate  Commissioner  for  Administration,  Rm.  4C-03,  Parklawn 
Bldg.,  5600  Fishers  Lane.  Rockville.  MD  20852;  Office  Services 
Section,  Associate  Comnassioner  for  Admmistration,  Rm.  B-(X)2, 
FB-8,  200  C  St..  SW.,  Washington.  DC  20204;  and  Administrative 
Branches  at  Field/District  Offices  (see  Appendix  A).  State  Em¬ 
ployees:  Division  of  Federal-State  Relations  (HFO-300),  Rm.  12-57, 
Paiklawn  Bldg.,  5600  Fishers  Lane,  Rockville,  MD  7M52  and  Ad¬ 
ministrative  Branches  at  Field/District  Offices  (see  Appendix  A). 

Categories  at  individnals  covered  by  the  system:  FDA  employees 
and  State  and  local  government  employees  who  have  been  issued 
FDA  credentials  for  enforcement  activities. 

Categorta  of  records  hi  the  system:  Contains  name,  job  title,  so¬ 
cial  security  nunflier,  sex,  hei^t,  wei|dfl>  date  of  birth,  color  of 
eyes  and  hair,  duty  status,  and  for  State  and  local  government  em- 
ffloyees,  profession  qualifications. 


MOKRAl  MOISTW  VOL  40.  NO.  147— WIDMWOAY.  AUGUST  27,  1*73 


FOOD  AND  DMJO  ADMMISTIATION 


39075 


Aotborltjr  for  nwInltiiiTf  of  tlic  qritaii:  Sections  702  to  704,  the 
Federal  F(^,  Drug,  and  Cosmetic  Act  (21  U.S.C.  372  to  374). 

Ronttae  uses  of  records  mahitaif  i1  In  the  ayttem,  itlndhig  cadego- 
rles  of  users  and  the  purposes  of  such  uses:  Providing  assurance  to 
regulated  enterprises  that  an  individual  is  a  duly  designated  en¬ 
forcement  officer  and,  in  the  case  oi  State  enqdoyees,  an  officer 
commissioned  as  an  officer  of  the  Department  Us^  to  gain  entry 
to  emulated  establishments. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retshdag, 
and  iHsiiniis^,  of  records  in  the  qrtem: 

Storage:  Maintained  in  letter-size  manfla  folders  or  card  files. 

Rctrievabllity:  Indexed  by  name,  used  to  issue  or  reissue  cre¬ 
dentials. 

Salegnards:  Masterfile  is  in  locked  containers  in  secured  area. 

Retentioo  and  disposal:  Records  are  retained  as  long  as  individual 
is  a  duly  designated  or  commissioned  official;  inactive  files 
destroyed  after  6  months. 

Syslcni  managrrfs)  and  address:  FDA  Employees:  Chief,  Services 
Management  Section,  Associate  Commissioner  for  Administration, 
Rm.  4C-03,  Paiklawn  Bl^.,  S600  Fishers  Lane.  Rockvflle,  MD 
20652;  Chief,  Office  Services  Section,  Associate  Commissioner  for 
Administration,  Rm.  B-002,  FB-8,  200  C  St.,  SW.,  WashiMton,  DC 
20204;  and  Administrative  Offiem  of  Hdd/District  Ofwes  (see 
Appendix  A).  State  Employees:  Director,  Division  of  Federal-State 
Relations  (HFO-300).  Rm.  12-57,  Parklawn  Bldg.,  56(X)  Fishers 
Lane,  Rockville,  MD  20852  Administrative  Officers  at 

neld^strict  Offices  (see  Appendix  A). 

NotMcatlon  procedure:  FDA  Privacy  Coordinator  (HF-50),  Food 
and  Drug  Administration.  5600  Fishers  Lane,  Rockville,  MD  20652. 
State  officials  should  provide  State  of  employment 

Record  access  procedures:  Same  as  notification  procedure. 

Contestlag  record  procedures:  Same  as  notification  procedure. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FDA-d 

System  naasc:  Individual  aiKl  Househedd  Statistical  Surveys  and 
Special  Studies  on  FDA-Regulated  Products — HEW/FDA. 

System  locatloa:  Assistant  Conunissioner  for  Planning  and 
Evaluation,  Rm.  8-89,  Parklawn  Bldg.,  5600  Fishers  Lane, 
Rockvffle,  MD  20852. 

Categories  of  kulhrlduals  covered  by  the  system:  Individuals,  spo- 
ciahy  groups.  e.g.,  physicians,  and  households  participating  volun¬ 
tarily  in  FDA-sponsor^  surveys  and  studies. 

Categories  of  records  in  the  system:  Data  collected  varies  with 
each  survey.  Normal  standard  information  for  individuals  or 
household  members  could,  but  not  necessarily,  include  name,  age, 
sex,  marital  status,  address  or  locale  of  residence,  etc.  Nondemo¬ 
graphic  items  would  relate  to  experience  with  or  opini<ms  about  a 
particular  product. 

Authority  lor  maintenance  of  the  system:  Section  701(a)  of  the 
Federal  Food,  Drug,  and  Cosmetic  Act  (21  U.S.C.  301  et  seq.). 

Rondne  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Data  released  in  statisti¬ 
cal  form  only. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  (Questionnaires  are  filed  in  standard  filing  equipment 
Statistical  data  are  stored  on  magnetic  tape. 

Rctricvability:  Accessed  by  ID  number  assigi^  by  contractor 
during  collection  process.  Individual  files  are  maintain^  in  agency 
and  contractor’s  custody  untfl  all  collection  procedures  are 
completed. 

Safeguards:  (Questionnaires  are  maintained  in  locked  ermtainers  in 
secured  area.  Magnetic  tapes  are  maintained  in  secure  computer 
faedity  with  access  limited  to  program  analysts  only.  All  em|doyees 
are  subject  to  the  restrictions,  penalties,  and  prcfiibitions  of  ap¬ 
plicable  FDA  r^ulations  governing  the  confidentiality  of  the  data. 

Retention  and  dbposal:  (Questkmnaires  are  retained  until  all 
sutistical  problems  are  resolved  then  destroyed.  Statistical  records 
are  retained  as  long  as  they  can  be  used  validly. 

System  mnnagrtfs)  and  adihem:  Assistant  CUxnmissioner  for 
Planning  and  Evaluation  (HFP-1),  Rnt  8-89,  Parklawn  Bldg.,  5600 
Hshers  Lane,  Rockville,  MD  20652. 


noHAi  aaoiSTM  vot.  40.  no. 


Nodflcatton  procedure;  FDA  FCivacy  C^oordinnter  (HF-50),  Food 
and  Drug  Administration,  5600  Fishers  Lane,  Rockvdle,  MD  20652. 

Reenrd  nooem  proeedarcK  Same  as  notificatioa  procedure. 

Omtesthig  record  procedures;  Same  as  notificaitioa  procedure. 

Record  source  rntegorlea:  Individual  on  whom  the  record  is  main¬ 
tained  or  patient’s  medical  records,  dq^wnding  on  the  type  oi  sur¬ 
vey  or  stu^. 

FDA-7 

System  name:  (Quality  Assurance  Program — HEW/FDA. 

System  location:  Each  FDA  Fidd/District  Office  (see  Appendix 
A). 

Cntegorles  of  hatividiieli  covered  by  the  systens;  FDA  emidoyees 
who  conduct  inflections. 

Cntegorles  of  records  hs  the  system:  Contains  name,  supervisor’s 
evaluation  ot  inspection  rqtorts,  and  notes  of  conversations  or  ob¬ 
servations. 

Authority  for  mshniiianri  of  thi  systens:  Section  704  dT  the 
Federal  Food.  Drug,  and  Cosmetic  Act  (21  U.S.C  374)  authorizes 
inspections;  1968  directive  of  Executive  Director  of  R^ional 
Operations,  FDA,  requires  program  to  assure  uniform,  hi^  quality 
inspections. 

Routhw  uses  of  records  mainiteinrtl  hi  the  system,  indndlng  entego 
rles  of  users  and  the  purposes  of  such  uses:  Not  released  outside  the 
agency. 

PoUdm  asnl  practices  for  otorhqu  retrfcvhsg,  sunning,  retaining, 
and  dfapoolag  of  records  la  the  sytem: 

Storage;  Maintained  in  letter-size  manila  folders  in  supervisor’s 
files. 

Rctrlevoliilhy:  Indexed  by  name,  used  to  inform  employee  of 
results  of  the  review  of  EstaMishment  Inflection  Reports. 

Safeguards:  Maintained  m  locked  containers  in  secured  area. 
Budding  secured  when  not  occupied. 

Rcteaitlon  asnl  diaposal:  Records  are  retained  as  long  as  individual 
is  an  employee.  Held  1  year  then  destroyed. 

System  managots)  and  address:  Individual  Supervisor 
(investigational)  at  Kdd/District  OfGces  (see  Appendix  A). 

NotWcallon  procedmn:  FDA  Privacy  Cbordinator  (HF-50),  Food 
and  Drug  Administration,  5600  Fishers  Lane,  Rockville,  MD  20652. 

Record  ncoem  pirocednres:  Same  as  notification  procedure. 

Contesting  record  procednras;  Same  as  notification  procedure. 

Record  source  categories;  Supervisor,  based  on  review  of 
Establishment  Inspection  Repents  completed  by  individual  infiec- 
tor. 

FDA-8 

System  name;  Radiation  Protection  Hrogram  Personnel  Monitoring 
System — HEW/FDA. 

System  location:  Division  of  Radioactive  Materials  and  Nuclear 
Medicine,  Bureau  of  Radiological  Health,  Rm.  320,  Chapman  Bldg., 
1901  (Chapman  Ave..  Rockville,  MD  20652. 

Categories  of  Indivirtnnis  covered  by  the  system:  Personnel  in 
clinics,  laboratories,  hospitals,  industrial  plants,  etc.,  who  work 
with  ionizing  radiation  sources  required  to  be  moiiitored  by  Nuclear 
Regulatory  CZommission  regulatkms. 

Categories  of  records  In  the  system:  Contains  name,  date  of  birth, 
job  code,  effective  date,  and  place  of  business. 

Authority  for  mafastenasicc  of  the  system:  Atomac  Energy  Act  of 
1954  (68  Stat.  919  et  seq.).  Nuclear  R^iidatary  CTommission  Regula- 
tioiu,  10  CFR  Part  20. 

Routine  uses  of  records  asaintained  he  the  fratesn.  Including  rntegn 
rks  of  users  said  Rm  purposes  of  such  uses:  Results  are  discloaed  to 
'mfdoyeni,  Le..  clinics,  laboratofies,  etc.,  or  eofdoyee. 

Policies  asnl  practlom  lor  sliaing,  retrhvteg,  aoceaaing,  retainiag, 
asnl  iBapntengof  records  ha  the  syteaa: 

Slorage:  Maintained  in  letter-size  manila  foldera  and  on  ■  IBM 
cards. 

RctrfevMdlity:  Indexed  by  name  and  by  facility.  Used  to  monitor 
incremental  a^  accumulated  exposure  to  inmrii^  radiation  for 
radiation  protection  purposes. 

Salfgnsrds:  Filed  in  secured  containers  or  m  secured  file  area. 
Released  on  a  need-to-know  basis. 
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Rctaallw  aad  iliyn— !■  Records  are  retained  as  long  as  individual 
is  a  part  of  the  program.  Hdd  1  year  in  an  inactive  status.  Hdd  in 
storage  thereafter  indefinitely. 

pittas  BHaagntB)  and  address!  Radiation  Sgfety  Officer,  FDA, 
Rnt.  320,  Cht^tnan  Bldg.  Mailing  Address:  5600  Fishers  Lane, 
Rockville,  MD  206S2. 

NatMcatlaa  prooedarc:  FDA  Privacy  Coordinator  (HF-SO),  Food 
and  Drug  Adnunistration,  5600  Fishers  Lane,  Rockville,  MD  20652. 

Raooed  acocas  proocdorcs:  Same  as  notification  {xocedure. 

rnntutlag  record  procednres:  Same  as  notificaticHi  procedure. 

Record  soarce  ralegoriri;  Individual  on  whom  die  reccxd  is  main¬ 
tained. 

FDA9 

Systna  aaroe:  Radiation  Registry  of  Physicians — HEW/FDA. 

Syateas  location:  Division  of  Biological  Effects,  Bureau  of 
Radiological  Health,  Rm.  38,  Twinfarmk  Research  Laboratory, 
12709  Twinbrook  Fkwy.,  Rockville,  MD  20852. 

CalegorieB  «f  hidivldnals  covered  by  the  system:  Radkdogists  and 
Patfaol^ists  who  were  members  of  American  Odkge  of  Radiology 
or  CoD^  (d  American  Pathedogists  between  1961  and  1972. 

Categories  of  records  hi  the  qralem:  Contains  ID  number,  name, 
demographic  characteristics,  radiation  exposure  history,  •  medical 
history  of  conditioos  affect^  by  radiation,  amd  date  and  cause  of 
death,  if  deceased. 

Aatherhy  for  mahitenance  of  the  system:  Section  356  oi  the  Puldic 
Health  Service  Act  (42  U.S.C.  263d)  as  amended  by  Pub.  L.  90-602, 
the  Radiation  Control  for  Health  and  Safety  Act. 

RoatiDe  aaes  of  records  msfairabird  hi  the  system,  incladhig  cafego- 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  (1)  records 
matched  with  outside  agencies/educational  institutions  to  obtain  ad¬ 
ditional  epidemiological,  medical,  and  mortality  information,  or  (2) 
information  exchanged  with  qualified  research  scientists. 

Policies  and  practices  for  storing,  retrieving,  accearing,  retaining, 
and  (Usposiag  of  records  hi  the  sytem: 

Storage:  Maintained  in  letto'-size  manila  folders,  magnetic  tape, 
and  punch  cards. 

Retrievability:  Indexed  by  ID  number.  An  individual  identifier 
index  is  maintained  separate  from  the  data.  Used  for  statistical 
analysis  of  compiled  data  for  e|»demiologic  studies  of  long  term  ef¬ 
fects  of  chronic  exposure  to  low  levds  of  ionizing  radiation. 

Safeguards:  Bask  data  identified  by  number  only  are  stored  in 
unlocked  calunets  in  a  secured  file  area.  The  indivkhial  identifier 
index  is  stored  in  a  locked  cabinet 

Retention  and  disposal:  Rectxds  are  retained  as  long  as  there  is  a 
foreseeable  need  for  additional  research  and  data  analysis. 

System  Baiiager(s)  and  address:  Chief,  Biometric  Section,  Divi- 
sioo  of  Biological  ^fects.  Bureau  of  Radiological  Health,  Rm.  38, 
Twinbrook  Research  Laboratory,  12709  Twinbrook  Pkwy., 
RockviOe,  MD  20852.  Mailing  address:  5600  Fishers  Lane, 
Rockville.  MD  20852. 

Notification  procedure:  FDA  Privacy  Coordinator  (HF-50),  Food 
and  Drug  Administration,  5600  Fishers  Lane,  Rockvdle,  MD  20652. 

Record  access  procedures:  Same  m  notification  procedure. 

Contesting  record  procedures:  Same  as  notification  procedure. 

Record  source  categories:  Individual  on  wheun  the  record  is  main¬ 
tained  and  death  certificates. 

FDA-IO 

System  name:  R^ulated  Industry  Employee  Enforcement 
Rectxds— HEW/FDA. 

System  location:  Administrative  Services  Branch,  Associate  (3ofn- 
missiooer  for  Administration,  56(X)  Fishers  Lane.  Rockville,  MD 
20852;  FTA  ?ield/District  Offices  (see  A^^iendix  A). 

Categories  of  tadhdduals  covered  by  the  system:  Employees  of  en- 
teiprises  regulated  by  FDA  and  other  individuals  subject  to  FDA 
enforcement  actions. 

Calegerin  of  records  ha  the  qrstem:  Includes  correH>ODdence, 
memonnda,  insprotion  reports,  and  other  documents  tlut  are  in¬ 
vestigatory  material  compiled  for  law  enforcement  purposes,  in¬ 
cluding  cihninal  law  enforcement  purposes. 

Authority  for  amlMtemuKC  of  the  syatem:  Federal  Food,  Drug,  and 
Cosmetk  Act  (21  U.S.C.  321  et  seq.),  the  Pubhe  Health  Service  Act 
(42  U.S.C.  201  et  seq.),  and  authc^ty  delegated  to  the  Commis- 
sioner,  21  CFR  2.120. 


RoufhK  uses  of  records  uMlMahwd  la  the  syatem,  hechulng  cutega- 
rfes  of  uaesa  and  the  purpow  of  such  uses:  Records  that  indicate 
violation  or  potential  viobetion  of  law  may  be  (1)  referred  for  in¬ 
vestigation  and  possible  enforcement  action  un^  Federal,  State, 
or  foreign  laws  to  the  Department  of  Justice,  an  appropriate  State 
food  and  drug  enforcement  health  agency  or  bcensing  authority,  or 
the  government  of  a  foreign  country,  or  (2)  disclosed  in  adnunistra- 
tive  or  court  proceedi^.  Records  in  the  system  may  be  the  sub¬ 
ject  of  discredonary  disdosures  under  the  Freedom  of  Information 
Act  (5  U.S.C.  552). 

Pblicies  and  practiem  for  slorhig,  retrfevhig,  acccsebag,  retaining, 
and  dhpoaing  of  records  hi  the  qrtew 

Storage:  Manual  files  are  maintained  in  letter-size  folders.  Part  of 
FDA’s  general  records  on  regulated  estaUishments. 

RctrievabiUty:  Indexed  by  copaiany  or  subject,  sometimes  with 
individual  name  in  card  cross-index.  Automated  index  to  system 
now  being  inqilemented.  Records  are  used  by  FDA  employees  in 
investigations  of  po^Ue  vkdations  of  the  law.  FDA  retaliatory 
records  laddng  individual  name  indexes,  such  as  hs  case  file,  and 
administrative  files  (AF),  are  not  part  of  this  system. 

SairgiisrdsT  All  files  are  stored  in  locked  cabinets  in  a  secured 
area. 

Rctcnthm  and  disposal:  Records  are  retained  indefinitely. 

System  manugrrC)  and  address:  C3iicf,  Administrative  Services 
Branch,  Associate  Commissioner  for  Administration,  Food  and 
Drug  Administration,  5600  Hshers  Lane,  Rockville,  MD  20652. 

Nuflllcallan  procedure:  FDA  Privacy  Coordinator  (HF-50),  Food 
and  Drug  Administration,  5600  Fishers  Lane,  Rockville,  MD  20652. 

Record  access  procednres:  Same  as  notification  procedure  (some 
material  is  exempt  from  access  and  contest). 

Contesting  record  procedures:  Same  as  notification  procedure 
(some  material  is  exenqit  from  access  and  contest). 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained,  from  third  parties  such  as  consumers,  scientists,  representa¬ 
tives  of  other  companies.  State  agencies,  or  developed  by  FDA 
during  investigations  for  law  enforoement  purposes. 

Systems  exempted  from  rertsin  provhioaB  «f  the  act:  This  system 
is  exempt  from  access  and  contest  and  certain  other  iHovisions  of 
the  Privacy  Act  (5  U.S.C.  552a(cX3),  (dXD  to  (4),  (eX3).  (eX4XG)  to 
(H)  and  (f))  to  the  extent  that  it  includes  invest^tory  material 
compiled  for  law  enforcement  purposes,  including  criminal  law  en¬ 
forcement  purposes. 

FDA-11 

Syatem  name:  Science  Advisor  Research  Associate  Program 
(SARAP)— HEW/FDA. 

Syatem  locatioii:  Firid  Sciences  Branch,  Division  at  Field  Opera¬ 
tions,  Executive  Director  of  R^jonal  Operations.  5600  Fishers 
Lane.  Rockville.  MD  20652. 

Categories  of  indhridnals  covered  by  the  system:  FDA  firid  person¬ 
nel  who  have  applied  to  partkipate  in  full-time  research  effort 
under  the  program. 

Categories  of  records  in  the  system:  Contains  name,  curriculum 
vitae,  descrqition  (rf  research  proposal,  budget,  and  statement  of 
career  goals. 

Authority  lor  maintenance  of  the  syatem:  Guidelines  for  Imple- 
mentatioa  and  Operation  of  the  Science  Advisor  Research  As¬ 
sociate  Program  and  Field  Research  Program,  dated  July  1 ,  1974. 

Routine  uses  of  records  msintahHd  in  the  system,  includiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Not  rdeased  outside  the 
agency. 

Polides  ai^  practioes  for  storing,  retrievfaig,  vefim,  retaiahag, 
and  lihpnshig  at  records  hi  the  sytem: 

Storage:  Maintained  in  letter-size  manila  folders. 

ReSrievabi^:  Indexed  by  name,  used  to  monitor  the  progress  of 
research  objectives  of  approved  individual  SARAP  research  pro¬ 
jects.  Used  by  the  SARAP  Committee  and  knowledgeable  persons 
in  the  specifk  field.  Rdeas^  on  a  need-to-know  basis. 

SsirriardB:  Rles  are  maintained  in  secured  file  containers  or  in 
secured  file  area. 

Rricution  and  disposal:  Records  are  presently  retained  indefinite¬ 
ly- 

System  managerfs)  and  address:  Director,  Field  Sciences  Branch, 
Division  of  Field  Operations,  Executive  Director  of  R^iooal 
Operations.  (HFO-130).  Rm.  13-86,  ParUawn  Odg..  5600  Fishers 
Lane,  Rockville,  MD  20652. 


MOftAl  MOKm  VOL  40.  NO.  1*7— UMONBOAV,  AUGUST  27.  I«7S 


KX>D  AND  DlUO  AOMHMSTKATION 


39077 


NotMcatlMi  prMedorr:  FDA  Privacy  Coordinator  (HF-SO),  Food 
and  Drug  Administration,  S600  Fishers  Lane,  Rockville,  MD  20852. 

Rcoord  accea  procedures;  Same  as  notification  procedure. 

riwBli  utliii  rcoord  procedures:  Same  as  notification  procedure. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

FDA-12 

System  name:  State  Food  and  Drug  Official  File — HEW/FDA. 

System  locatioa:  Division  of  Federal-State  Relations,  Rm.  12-57, 
Paridawn  BMg.,  5600  Fishers  Lane,  Rockville,  MD  20852. 

Categories  o<  indlvldnaU  covered  by  the  system:  State  Officials 
who  have  responsibilities  related  to  those  the  Food  and  Drrig 
Administration . 

Categories  of  reoards  in  the  system:  Contains  name,  date  of  birth, 
education  and  professional  experience. 

Authority  tor  maintenance  of  the  system:  Section  702(a)  of  the 
Federal  Food,  Drug,  and  Cosmetic  Act  (21  U.S.C.  372(a)). 

Routine  uses  of  records  maintained  in  the  system,  inchMhng  catego¬ 
ries  of  users  and  the  purpooes  of  such  uses:  Not  released  outside  the 
agency. 

Policies  and  practices  for  storing,  retrieving,  acccastag,  retaiahig, 
and  disposiag  of  records  in  the  sytem: 

Storage:  Maintained  in  letter-size  manila  folders. 

Retrievability:  Indexed  by  name  and  State. 

Safeguards:  Maintained  in  locked  files  with  correspondence  by 
States. 

Retention  and  disposal:  Records  are  retained  as  long  as  individual 
is  a  State  employee  or  until  updated  by  the  individual. 

System  numagerfs)  and  addrem:  Director,  Division  of  Federal- 
State  Relations,  Rm.  12-57,  Paiklawn  Bldg.,  5600  Fishers  Lane, 
Rockville,  MD  20652. 

Notification  procedure:  FDA  Privacy  Coordinator  (HF-50),  Food 
and  Drug  Administration,  5600  Fishers  Lane,  Rockville,  MD  20852. 
Provide  name  and  State  of  employment. 

Record  access  procedures:  Same  as  notification  procedure. 

Contesting  record  procedures:  Same  as  notification  procedure. 

Record  source  categories;  Individual  on  whom  the  record  in  main¬ 
tained. 

APPENDIX 

Appendix  A — Addresses  and  working  hours  of  the  Food  and 
Drug  Administration  Field  Offices. 

The  following  is  a  list  of  the  Food  and  Ehug  Administration  Field 
Offices,  their  addresses  and  working  hours  where  individuals  may 
have  access  to  records  in  Food  and  Drug  Administration  Privacy 
Act  Record  Systems: 

Boston  District  Office,  Region  I,  585  Commercial  St.,  Boston, 
Massachusetts  02109,  Office  hours;  8  a.m.  to  4:30  p.m..  Phone: 
(617)  223-5066. 

New  York  District  Office,  Region  n,  850  3rd  Ave.,  Brooklyn, 
New  York  11232,  Office  hours:  8  a.m.  to  4:30  p.m.,  Fhone:  (212) 


965-5301. 

Buffalo  District  Office,  R^ioa  II,  599  Ddawaie  Ave.,  Buffalo, 
New  York  14202,  Office  hours:  8  a.m.  to  4:30  pjn.,  Fhcme:  (716) 
842-6906. 

Newark  District  Ofrice,  Region  II,  20  Evergreen  Place,  East 
Orange,  New  Jersey  07018,  Office  hours:  8  ajn.  to  4:30  p.m.. 
Phone:  (201)  645-3023. 

San  Juan  District  Office,  R^ion  II,  P.O.  Box  S-4427,  San  Juan 
Station,  San  Juan,  Puerto  Rico  00905,  Office  hours;  8:30  a.m.  to 
4:30  p.m..  Phone;  (809)  723-6130. 

Fhdadeteto  District  Office,  R^ion  in,  2nd  and  Chestnut  St., 
Rm.  900,  Philadelphia,  Pemisylvania  19106,  Office  hours;  8  a.m.  to 
4:30  pjn..  Phone:  (215)  597-4173. 

Baltimore  Dbtrict  Office,  Region  III,  900  Madison  Ave.,  Bal¬ 
timore,  Maryland  21201,  Office  hours;  8  a.m.  to  4:30  p.m..  Phone; 
(301)  962-4012. 

Atlanta  District  Office,  Region  IV.  880  Peachtree  St.,  NW.,  At¬ 
lanta,  Georgia  30309,  Office  hours:  8  a.m.  to  4:30  p.m..  Phone: 
(404)526-3151. 

Nashville  District  Office,  R^ion  IV,  297  Plus  Puk  Blvd.,  Nash¬ 
ville.  Termessee  37127,  Office  hours:  8  a.nu  to  4:30  p.in..  Phone; 
(615)  749-7222. 

Orlando  District  Office,  Region  IV.  P.O.  Box  118,  Orlando, 
Florida  32802,  Office  hours:  8  a.m.  to  4:30  p.m..  Phone:  (904)  377- 
2281. 

CTucago  District  Office,  Region  V,  433  W.  Van  Buren  St.,  Rm. 
1222,  Chicago.  Illinois  6()607,  Office  hours:  8  a.m.  to  4:30  p.m.. 
Phone:  (312)  353-7379. 

Cinciimati  District  Office,  Region  V,  1 141  Central  Pkwy.,  Cincin¬ 
nati,  CXiio  45202,  Office  hours:  8  a.m.  to  4:30  pjn..  Phone:  (513) 
684-3503. 

Detroit  District  Office,  Region  V.  1560  E.  Jefferson  Ave., 
Detroit,  Michigan  48207,  Office  hours:  8  a.m.  to  4:30  p.m..  Phone; 
(313)  226-6260. 

Mirmeapolis  District  Office,  Region  V,  240  Hennepin  Ave.,  Min¬ 
neapolis,  Miruiesota  55401,  Office  hours:  8  a.m.  to  4:30  p.m.. 
Phone:  (612)725-2121. 

Dallas  District  Office,  R^ion  VI,  3032  Bry;?n  St..  Dallas,  Texas 
75204,  Office  hours:  8  a.m.  to  4:30  p.m.  Phone:  (214)  749-2935. 

New  Orleans  District  Office,  Region  VI,  42.%  Canal  St.,  Rm.  222, 
New  Orleans.  Louisiana  70130,  Office  hours;  8  a.m.  to  4:30  p.m.. 
Phone:  (504)  589-2401. 

Kansas  City  Field  Office,  Region  VII,  1009  Cherry  SL,  Kansas 
City,  Missouri  64106,  Office  hours:  8  a.m.  to  4:30  p.m..  Phone: 
(816)  374-5521. 

Dmver  Field  Office,  Region  VIII,  721  I9th  St.,  U.S.  Custom¬ 
house,  Denver,  Cokundo  80202,  Office  hours:  8  a.m.  to  4:30  p.m.. 
Phone;  (303)  837-4915. 

San  Francisco  District  Office,  Region  IX.  50  Fulton  St.,  Rm.  518, 
San  Francisco,  Cahfomia  94102,  Office  hours:  8  a.m  to  4:30  p.m.. 
Phone:  (415)  556-6318. 

Los  Angeles  District Office,  Region  DC,  1521  W.  Pico  Blvd.,  Los 
Angeles,  California  90015,  Office  hours:  8  a.m.  to  4:30  p.m..  Phone: 
ai3)  688-3776 

Settle  I^d  Office,  Region  X,  909  1st  Ave.,  Rm.  5003,  Seattle, 
Washington  98104,  Office  hours:  8  a.m  to  4:30  p.m..  Phone:  (206) 
442-5304. 
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FEDERAL  DEPOSIT  INSURANCE 
CORPORATION 
PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records  Maintained  by  the 
Federal  Deposit  Insurance  Corporation 

1.  In  accordance  with  the  requirements  of  section  3(e)  of  the 
Privacy  Act  of  1974,  5  U.S.C.  552(e).  88  StaL  1896,  1899^1900,  the 
Board  of  Directors  of  the  Federal  Deposit  Insurance  (Corporation  is 
publishing  for  comment,  a  proposed  notice  at  systems  of  records 
maintained  by  the  Federal  Deposit  Insurance  (Cot]^ration. 

2.  The  proposed  notice  reads  as  follows: 

NOTICE  OF  SYSTEMS  OF  RECCMtDS 

FDIC/1  Attorney-Legal  Intern  Applicant  System.  (This  system 
is  subject  to  exemption  pursuant  to  12  C.F.R.  sec.  310.13(b), 
to  the  extent  it  contains  information  provided  by  confidential 
sources). 

FDIC/2  Bank  Irregularity  Record  System.  (This  system  is 
subject  to  exemption  pursuant  to  12  C.F.R.  sec.  310.13(a),  to 
the  extent  it  ctmtains  material  compiled  for  law  enforcement 
purposes). 

FDIC/3  Board  of  Directors’  Actions  REcoids. 

FDIC/4  Changes  in  Bank  Contrcd  Ownership  Records. 

FDIC/5  Consumer  Complaint  and  Inquiry  Records. 

FDIC/6  Employee  Confidential  Statements  of  Employment 
and  Financial  Interests. 

FDIC/7  Employee  Education  Records. 

FDIC/8  Equal  Employment  Opportunity  Complaint  Files. 

FDlC/9  Examiner  Training  and  Education  Records.  (This  system 
is  subject  to  exemption  ursuant  to  12  C.F.R.  sec.  310.13(c)). 

FDIC/10  Graduate  Fellowship  Applications. 

FDIC/1 1  Legal  Compliance  and  Enforcement  Records.  (This 
system  is  subject  to  exemption  pursuant  to  12  C.F.R.  sec.  310.13(a), 
to  the  extent  it  contains  material  compiled  for  law  enforcement  pur¬ 
poses). 

FDIC/12  PayroD  and  Employee  FinaiKial  Records. 

FDIC/1 3  Savings  Bond  F^ytt^  Deduction  System. 

FDIC/14  Travel  Voucher  System.  3.  This  notice  is  published  pur¬ 
suant  to  sections  3(e)(4,  11)  the  lYivacy  Act  of  1974,  5  U.S.C. 
552a(eX4,  11),  88  Stat.  1896.  1899-1900.  4.  Interested  persons  ate  in¬ 
vited  to  submit  written  data,  views  or  arguments  regarding  the 
proposed  notice  to  the  Office  of  the  Executive  Secretary,  Federal 
Dej^sit  Insurance  Corporation.  Washington,  D.C.  20429,  no  later 
than  September  26,  1975.  By  O^r  of  the  Board  of  Directors,  Au¬ 
gust  20,  1975. 

Alan  R.  Miller 
Executive  Secretary 

Federal  Deposit  Insurance  Corporation 
F1>IC/1 

System  name:  Attorney — Legal  Intern  Applicant  System — FEMC. 

System  kteatkm:  Office  of  the  General  Counsel,  FDIC,  550  17th 
Street.  N.W.,  Washington.  D.  C.  20429. 

Categories  of  fasdhridaals  covered  by  the  system:  Applicants  for  the 
position  of  attorney  or  legal  intern  with  the  General  Counsel’s  of¬ 
fice  of  the  FDIC. 

Categories  of  records  in  the  system:  Contains  correspondence 
from  the  applicants  and  individuals  vdK>se  names  were  provided  by 
the  applicants  as  references,  applicants’  resuntes,  ^>plication 
forms,  and,  in  some  instances,  comments  of  individuals  who  inter¬ 
viewed  applicants. 

Aotboiity  for  malntcnaacc  of  the  system:  Sec.  9  oi  the  Federal. 
Deposit  Insurance  Act  (12  U.S.C.  1819). 

Routine  uses  of  records  maintained  in  the  system,  kschiding  cat^o- 
ries  of  users  and  the  purpooes  of  such  nam:  Disclmure  (rf  informa¬ 
tion  may  be  nrade  in  requesting  information  of  individuals  or  con¬ 
cerns  whose  luunes  were  supplied  by  the  applicant  as  references 
and/or  past  or  present  employers. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
anddisposiag  ot  records  N  the  sytem: 

Starage:  File  folders. 

RetrievahiUty:  Indexed  by  name. 


Sntrgnarrti-  Maintained  in  locked  metal  file  cabinet 

Retcnthm  asid  tMspoaal:  Records  of  unsuccessful  applicants  are 
retained  tvuo  years  idter  their  submission;  records  of  successful  ap¬ 
plicants  are  retained  four  years  after  the  successful  applicant  leaves 
the  employ  of  the  FDIC. 

System  manager(s)  and  address:  General  Counsd,  L^al  Division, 
FDIC.  550  17th  Street.  N.W..  Washii«ton.  D  C.  20429. 

NotUcation  procedure:  Executive  Secretary.  Records  Unit, 
FDIC.  550  17th  Street,  N.W.,  Washii«ton.  D.  C.  20429. 

Record  aocern  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  infonnation  b  obtained  from  the 
applicants,  references  supplied  by  the  applicanb,  current  and/or 
former  employers  of  the  applicants,  and  FIHC  enq>loyees  vdio  in¬ 
terviewed  the  applicanb. 

Systems  exempted  from  certain  proirisiom  of  the  act:  Pursuant  to 
section  310.13(b)  of  the  FDIC’s  Rides  and  Regulations,  investigato¬ 
ry  material  compfled  seddy  for  the  purpose  of  determining  suiUdtili- 
ty,  eligibility,  ch*  qualifications  for  Corporation  employment  may  be 
withheld  from  disclosure  to  the  extent  that  disclosure  of  such 
material  would  reveal  the  identity  of  a  source  who  fumbhed  infor¬ 
mation  to  the  Corporation  under  a  promise  of  confidentiality. 

IlMC/2 

System  name:  Bank  Irregularity  Record  System — FDIC. 

System  location:  Operations  Branch.  Division  of  Bank'  *!upervi- 
skm,  FDIC.  550  17th  Street,  N.W.,  Washington.  D.  C.  20429. 

(Categories  of  individuah  covered  by  the  systeas:  Directors,  officers 
and  employees  of  FDIC  insured  State  nonmember  banks  who  have 
been  involved  in  reported  irregularities  at  such  banks.  (Customers  of 
FDIC  insured  State  nonmendier  banks,  and  other  individuab,  who 
have  been  involved  in  reported  irregularities  at  such  banks. 

Categories  of  records  in  the  system:  (Contains  interagency  cor¬ 
respondence,  intra-agency  memoranda  and  reports  of  investigation. 
May  contain  newspaper  citings.  May  contain  Federal  or  State 
criininal  law  enforcement  agency  investigatory  and/or  arrest  and 
cmiviction  reporb. 

Authority  for  maintenance  of  the  system:  Sec.  5.  6,  9,  18  and  19  of 
the  Federal  Dq;)osit  Insurance  Act  (12  U.S.C.  1815,  1816,  1819, 
1828,  1829). 

Routine  uses  of  records  maintained  in  the  syriem,  inclndhqt  catego- 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  infor- 
matKMi  contained  in  thb  system  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  crimirud  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  sbtute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  may  be  referred  to  the  appropriate  agency,  wither  Federal 
or  State,  charged  with  the  responsilnlity  <rf  investigating  or 
prosecuting  such  vkdation  or  charg^  with  enforcing  or  implement¬ 
ing  the  statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 
In  the  event  of  litigation,  the  approoebte  records  may  be  presented 
to  the  appro|niate  court,  magbtrate,  or  adminbtrative  trbunal  as 
evidence,  or  to  counsel  for  the  presentation  of  evidence  aixl/or  in 
the  course  of  discovery. 

Policies  and  pracHcaa  for  storhig,  retrievhig,  aooesaiug,  retrinNg, 
and  djsposing  at  records  in  the  sytem: 

Storage:  Maintained  on  file  cards  and  in  file  folders. 

RetrievabIMty:  Indexed  by  name. 

Safeguards:  Index  cards  and  file  folders  are  maintained  in  locka¬ 
ble  metal  cabineb. 

Retenthm  and  dtapoaal:  Permanent  retention  with  periodic  review 
of  contenb  of  record  and  destruction,  by  shredder,  of  excess  or 
outdated  information. 

System  managerfs)  and  adihem:  Director,  Division  of  Bank  Su¬ 
pervision.  FERC,  550  17th  Street,  N.W.,  Washington.  D.  C.  20429. 

Notification  procedure:  Executive  Secretary.  Records  Unk, 
IDIC,  550  17th  Street,  N.W.,  Washington,  D.  C.  20429.  Inquiries 
must  provide  the  fuO  name  of  the  inquirer.  AB  inquiries  must  in¬ 
clude  a  notarized  statement  attesting  to  the  identity  ^  the  inquirer. 

Racord  access  procedures:  Same  as  “Notification”  above. 

Conlealhig  record  procednrm:  Saine  as  “Notification”  above. 

Racord  source  categories;  FDIC  insured  banks.  Federal  and  State 
banking  supervisory  authorities.  Newspapers.  Federal  and  State 
crimmal  law  enforcemeik  and  proaecutory  i«encies. 
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SjFatoM  ewptrri  from  certate  prtwiiio—  af  ttw  act:  Pursuant  to 
section  310.13(a)  of  the  FDIC’s  Rules  arkl  Refulatioas,  investigato¬ 
ry  material  contpiled  for  law  enforcement  purposes,  concerning  ir¬ 
regularities  committed  by  officers,  directors  or  employees  Of  FDIC 
insured  State  nonmembCT  banks,  b  exempted  from  the  accounting 
provisions  of  section  310.1(KdX2)  ot  the  H)lC’s  Rules  and  R^ula- 
tions  and  may  be  whhhdd  from  disclosure  to  the  extent  that  such 
disclosure  may  interfere  with  the  investigation  and  preparation  of 
any  civil,  criininal,  or  administrative  law  enforcement  proceedings. 
Federal  crimiiud  law  enforcement  investigatory  rqixNis  maintained 
as  a  part  of  thb  system  may  be  the  subiect  of  exenmtions  inqmsed 
by  the  originating  agency  pursuant  to  S  U.S.C.  S52a(jX2). 

nNC/3 

System  name:  Board  of  Directors’  Actions  System — FDIC. 

System  location:  Office  of  the  Executive  Secretariat,  FDIC,  SSO 
17th  Street,  N.W..  Washington.  D.  C.  20429. 

Categories  of  hattviduab  covered  by  the  system:  Individuals  vdK> 
have  been  subject  to  admiiustrative  actions  by  the  FDIC  Board  of 
DirecUns. 

Categories  of  records  in  the  system:  dlontains  minutes  of  the  FDIC 
Board  of  Directors’  meet  ings,  intra-agency  memoraiKla,  orders  of 
the  Board  of  Directors,  and  correspondence  with  the  subject  in¬ 
dividual. 

Anthority  for  maintenance  of  the  system:  Sec.  2,  8  and  19  of  the 
Federal  Deposit  Insurance  Act  (12  U.S.C.  1812,  1818,  1829);  Sec. 
S06  of  the  Federal  Records  Act  of  1950  (44  U.S.C.  3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Intra-agency  uses  only. 

Policies  and  practices  for  storing,  retrieving,  ar 1 1  inlim,.  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Card  file  index  and  minute  ledger. 

Rctrievability:  C!ard  files  indexed  alphabetically  by  name. 

Safegnards:  (2ard  ffles  are  stored  in  lockable  metal  filing  cabinets, 
minute  ledgers  are  stored  in  vault. 

Retention  and  disposal:  Permanent. 

System  maaager(8)  and  addrem:  Executive  Secretary,  Records 
Unit.  FDIC.  550  17th  Street,  N.W..  Washington,  D.  C.  20429. 

Notification  procedure:  Same  as  the  above. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Intra-agency  records. 

Systeass  exempted  from  certain  provisions  of  the  act:  None. 

FIHC/4 

System  name:  Changes  in  Bank  Control  Ownership  Records — FDIC. 

System  location:  Operations  Branch,  Division  of  Bank  Supervi¬ 
sion.  FDIC.  550  17th  Street.  N.W.,  Washington.  D.  C.  20429. 

Categories  of  individnab  covered  by  the  system:  Individuals  who 
have  been  involved  in  the  change  of  bank  control  ownership  in 
FDIC  insured  banks  and/or  have  obtained  loans  from  insured 
banks,  when  such  loans  are  secured  by  25  percent  or  more  of  the 
outstanding  stock  of  an  insured  bank. 

Categories  of  records  in  the  system:  (Contains  the  name  of  the  in¬ 
dividual  seller  or  purchaser  of  shares  of  stock,  the  number  of 
shares  of  stock  involved  aird  outstanding,  the  name  of  the  bank 
^  whose  control  has  changed,  the  purchase  price  of  the  stock,  the 
names  of  beneficial  owners  if  the  shares  are  regbtered  in  another 
name,  the  total  number  of  shares  owned  by  the  seller,  purchaser, 
or  beneficial  owner  both  before  and  after  the  transaction.  In  the 
case  of  loans,  contains  the  name  and  location  of  the  lending  bank, 
the  name  and  address  of  the  borrower,  the  amount  of  the  loan  and 
the  name  of  the  bank  issuing  the  stock  securing  the  loan  and  the 
number  of  shares  securing  the  loan. 

Autharity  for  mahitmancr  of  the  system:  Sec.  7(j)  of  the  Federal 
Deposit  Iiuurance  Act  (12  U.S.C.  1817(j)). 

Routine  uses  of  records  mslutalmtl  in  the  system,  incinding  cutego- 
rim  af  users  and  the  purposes  of  such  urns:  The  name  of  the  bank 
whose  control  has  changed,  the  seller  and  purchaser,  and  the 
number  Ot  shares  involved  may  be  distributed  to  periodicab  for 
puUication.  In  the  event  that  the  system  of  records  indicates  a 
viobtion  or  potential  viedation  of  law,  udiether  civil,  criminal  w 
regutetory  in  nature,  and  whether  arising  by  general  statute  or  par- 
tiradar  program  statute,  or  by  regulation,  rule  or  order  issued  pur¬ 
suant  thereto,  the  relevant  rcMuds  in  the  system  of  records  may  be 


referred  to  the  appropriate  agency,  whether  Federal  or  State, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementirig  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto.  In  the  event  of 
civil,  criminal  w  administrative  law  enforcement  proceedings,  the 
relevant  records  may  be  di8ck>sed  to  the  appropriate  court  a^or 
counsd  for  purposes  ot  discovery  and  tte  d^elopment  of  the 
proceedings. 

FoUdes  and  pnetioes  lor  storing,  retrievhig,  aoocasing,  retaining, 
and  dispnsing  of  reoords  in  the  sytem: 

Storage:  Maintained  in  ffle  folders  and  on  index  cards. 

RetrievaliUity:  Indexed  by  name. 

SsffgusrdiT  Maintained  in  lockable  metal  filing  cabinets. 

Retention  and  disposal:  Permanent  retention. 

System  manageits)  and  adthfcsK  Director,  Division  of  Bank  Su¬ 
pervision,  FDIC,  550  17th  Street,  N.W.,  Washington,  D.  C.  20429. 

Notification  procedure:  Executive  Secretary,  Records  Unit, 
FDIC.  550  17th  Street,  N.W.,  Washington.  D.  C.  20429. 

Record  aocess  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

ReooM  source  categories:  The  bank  in  which  control  has  changed 
and  the  bank  which  makes  a  loan  secured  by  25  percent  or  more  of 
the  outstand  ing  voting  stock  of  an  insured  bank. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 
nMC/5 

System  name:  Consumer  Complaint  and  Inquiry  Records — FDIC. 

System  kteation:  Office  (d  Bank  CXistomer  Affairs,  FDIC,  550 
17th  Street.  N.W.,  Washington.  D.  C.  20429. 

Categories  of  individuals  covered  by  the  system:  Consumers  who 
have  filed  conq>laints  or  inquiries  concerning  unfair  trade  practices 
by  FDIC  insur^  State  nonmember  banks. 

Categories  of  records  in  the  system:  Contains  consumers’  names 
and  the  nature  of  their  complaints.  Contains  correspondence 
between  the  FDIC  and  the  consumer,  and  may  contain  correspon¬ 
dence  between  the  FDIC  aitd  the  bank  in  question  and/or  Federal 
or  State  bank  supervisory  authorities.  May  contain  copies  of  sup¬ 
porting  documents  supplied  by  the  complainant  and  intra-agency 
memoranda. 

Authority  for  maintenance  of  the  system:  Sec.  202  of  Title  II  of 
the  Federal  Trade  Improvement  Act  (15  U.S.C.  57a(f));  Sec.  8  of 
the  Federal  Deposit  Insurance  Act  (12  U.S.C.  1818). 

Routine  uses  of  records  maintained  hi  the  system,  inclndiag  catei^ 
lies  of  users  and  the  purpoaes  of  such  uses:  Records  are  compiM 
and  used  for  investi^tion  and  resolution  of  consumer  inquiries  and 
complaints.  Resolu  tion  may  necessitate  disclosure  to  the  institution 
which  is  the  subject  of  the  complaint  Transmittal  may  be  made  to 
the  Federal  or  State  superv^^  autiiority  that  has  direct  supervi¬ 
sion  over  the  financial  institution  that  is  the  subject  of  the  com¬ 
plaint.  In  the  event  that  the  sys  tem  of  records  indicates  a  violation 
or  potential  violation  ot  law,  whether  civil,  criminal  or  regulatory  in 
nature,  and  whether  arising  by  general  statute  or  particular  program 
statute,  or  by  r^ulation,  rule  ot  order  issued  pursuant  thereto,  the 
relevant  records  in  the  system  may  be  referred  to  the  appropriate 
agency,  whether  Federal  or  State,  charged  with  the  responsibility 
of  investigating  or  prosecuting  such  violation  or  charged  with-en¬ 
forcing  or  implementing  the  statute,  or  rule,  regulation  or  order  is¬ 
sued  pursuant  thereto.  In  the  event  of  civO,  criminal  or  administra¬ 
tive  proceedings,  the  relevant  records  may  be  disclosed  to  the  ap¬ 
propriate  court  and/or  counsel  for  purposes  of  discovery  and  the 
development  of  the  proceed  ings.  In  the  event  the  initial  inquiry  is  a 
result  of  a  C^ongressKmal  inquiry,  disclosure  of  the  outcome  of  the 
investigation  and  other  pertinent  information  will  be  made  to  the 
inquiring  Clongressional  (rffice. 

Ftittcim  and  practices  lor  staring,  rctrieviBg,  smssiiig.  letalaiDg, 
and  dfsposing  of  records  he  the  sytem: 

Storage:  Maintained  in  file  folders  and  on  3  x  5  inch  cards. 

Rctrievability:  Cards  are  indexed  by  conqdainant’s  name. 

Safegiiarde:  Maintained  in  lockable  metal  filing  cabinets. 

Retention  and  disposal:  Records  are  retained  for  five  years  after 
resolution  or  answer  of  the  complaint  and  then  destroyed  by 
shredder. 

System  naamgerts)  and  adtham:  Director.  Office  of  Bank 
Customer  Affairs,  FDIC,  550  17th  Street,  N.W.,  Washington,  D.  C. 
20429. 
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Nodficadon  procedm:  Executive  Secretary,  Records  Unit, 
FDIC,  550  17th  Street,  N.W.,  Washington,  D.  C.  20429. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained.  Institutions  that  are  the  subject  matter  of  the  complaint  The 
appropriate  agency,  whether  Federal  or  State,  with  supervisory 
authority  over  the  iiutitution,  and  Congressional  offices  that  may 
initiate  the  inquiry. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

FMC/6 

System  name:  Employee  Confidoitial  Statements  of  Employment 
and  Financial  Interests — FDIC. 

System  location:  Office  of  the  Chairman,  FDIC,  550  17th  Street, 
N.W.,  Washington,  D.  C.  20429. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
FDIC  as  enumerated  in  12  C.F.R.  336.735-31,  inchKhng  all  heads, 
associate  heads  or  assistant  heads  of  a  Division  or  Office  of  the 
FDIC,  all  advisers  or  assistants  to  the  FDIC  Board  of  Directors,  all 
Regional  Directors  and  all  Assistant  Regional  Directors. 

Categories  of  records  in  the  system:  Contains  emi^yee’s  title, 
date  of  appointment,  outside  employment  and  financial  interests, 
creditors,  character  of  indebtedness,  and  interests  in  real  {noperty. 

Authority  for  maintenance  of  the  system:  Sec.  402  of  Exec.  Order 
11222,  “Prescribing  Standards  of  Ethical  Conduct  for  Govenunent 
Officers  and  Employees”  (May  8,  1965). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  <rf  such  uses:  In  the  event  that  infor¬ 
mation  contained  in  this  system  of  records  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or  regulatory  in 
nature,  and  whether  arising  by  general  statute  or  particular  program 
statute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto,  the 
relevant  records  in  the  system  of  records  may  be  referred,  as  a  rou¬ 
tine  use,  to  the  appropriate  agency,  whether  Federal,  State  or  local, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementmg  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto.  In  the  event  of 
litigation,  the  records  may  be  presented  to  the  appropriate  court, 
magistrate  or  tribunal  as  evidence  or  to  counsel  for  the  presentation 
of  evidence  and/or  in  the  course  of  discovery. 

Policies  and  practices  for  stortag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Rctrievability:  Indexed  by  name. 

Safeguards:  Stored  in  locked  metal  file  cabinets. 

Retention  and  disposal:  Indefinite  retention. 

System  manager(s)  and  address:  Deputy  to  the  Chairman,  FDIC, 
550  17th  Street,  N.W.,  Washington,  D.  C.  20429. 

Notification  procedure:  Executive  Secretary,  Records  Unit, 
FDIC,  550  17th  Street,  N.W.,  Washington,  D.  C.  20429. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  information  is  obtained  from  the 
employee  on  whom  t^  record  is  maintained. 

Systems  exempted  from  certain  provWons  of  the  act:  None. 

FDIC/7 

System  name:  Emfdoyee  Education  System — FDIC. 

System  location:  Office  of  Education,  FDIC,  550  17th  Street, 
N.W.,  Washington,  D.  C.  20429.  ^ 

Categories  of  individuals  covered  by  the  system:  All  present  and 
former  FDIC  employees. 

Categories  of  records  in  the  system:  dUmtains  the  educatimial  his¬ 
tory  of  employees  prior  to  tluw  employment  with  the  FDIC,  and 
educational  progression  of  employees  while  employed  by  the  I^IC. 
Information  includes  employee’s  schools  of  attendance,  courses 
completed  or  enrolled  in,  dates  of  attendance,  tuition  fees  and  ex¬ 
penses,  and  may  include  per  diem  and  travel  expenses. 

Authority  for  maintenance  of  the  systen:  Sec.  9  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  1819);  Exec.  Order  No.  9397, 
“Numbering  System  for  Federal  Accounts  Relating  to  Individual 
Persons”  (Nov.  22,  1943). 

Routine  uses  of  records  maintained  in  the  syatens,  including  catego¬ 
ries  of  uaers  aeul  the  purposes  of  such  uaes:  Intra-agency  uses  only. 


Polidcs  mid  practices  lor  storing,  retrievhig,  ncwsshig,  relainhig, 
and  disposing  of  records  in  the  sytetn: 

Storage;  File  folders  and  computer  discs. 

Rctrievability:  File  folders — alphabeticaOy  by  name;  computer 
discs — social  security  munber. 

Safeguards:  IHle  feeders  are  stored  in  lockable  metal  cabinets, 
computer  discs  are  accessed  by  oidy  authorized  personnel. 

Retention  and  disposal:  Permanent  retention. 

System  inmiager(s)  and  address:  Controller,  Office  of  the  Con- 
trdler,  FDIC,  550  17th  Street,  N.W.,  Washington,  D.  C.  20429. 

Notification  procedure:  Executive  Secretary,  Records  Unit, 
FDIC,  550  17th  Street,  N.W.,  Washii«ton,  D.  C.  20429. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  information  is  obtained  from  the 
einployee  on  whom  the  record  is  maintained  and  the  training  in¬ 
stitute  in  which  the  employee  is  enrolled. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

FDIC/8 

System  name:  Equal  En^loyment  Opportunity  Complaint 
Files— FDIC. 

System  location:  Office  of  the  Executive  Secretariat,  FDIC,  550 
17th  Street,  N.W.,  Washington,  D.  C.  20429. 

Categories  of  individuals  covered  by  the  system:  Any  employee  of, 
or  applicant  for  enqiloyment  with,  the  FDIC  who  files  a  complaint 
alleging  discrimination  with  respect  to  em{doyment  on  the  basis  of 
race,  color,  religion,  age,  sex,  or  national  origin. 

Categories  of  records  in  the  system:  Contains  copies  of  aU  docu¬ 
ments  pertinent  to  an  individual  complaint,  including:  (1)  the  EEO 
Counselor’s  written  notice  to  the  aggrieved  einployee  or  applicant; 
(2)  the  EEO  Counselor’s  written  report  to  the  Erector  ^  Equal 
Employment  Opportunity  summarizing  the  precomplaint  counseling 
efforts  made  with  regard  to  the  complainant’s  case;  (3)  the  com¬ 
plaint;  (4)  the  investigative  file,  consisting  of  various  documents 
and  information  acquired  during  the  inves^ation  of  the  complaint, 
including  affidavits  of  the  complainant,  of  the  allied  discriminato¬ 
ry  official,  and  of  the  witnesses  and  copies  of,  or  extracts  from, 
records,  policy  statements,  or  regulations  of  the  Corporation  rele¬ 
vant  to  the  complaint;  (5)  a  written  statement  of  the  complainant  or 
the  coi^lainant’s  representative  withdrawing  the  complaint,  if  the 
complaint  is  withdrawn  by  the  complainant;  (6)  the  written  record 
of  the  terms  of  any  infom^  adjustment  the  comidaint,  if  adjust¬ 
ment  ot  the  complaint  was  arrived  at;  (7)  the  lettCT  notifying  the 
complainant  of  the  proposed  disposition  of  the  complaint  and  of  the 
complainant’s  right  to  a  hearing,  if  no  adjustment  of  the  comfdaint 
was  arrived  at;  (8)  the  letter  to  the  complainant  transmitting  as  the 
decision  of  the  Corporation  the  disposition  proposed  in  the  letter 
referred  to  in  clause  (7),  in  a  case  where  the  complainant  did  not 
r^uest  a  hearing  or  dec^ion  after  receiving  notice  of  the  proposed 
disposition;  (9)  the  record  of  the  hearing,  together  with  the  com¬ 
plaints  examiner’s  findings,  analysis,  and  recommended  decision  on 
the  merits  of  the  complaint,  if  a  hearing  was  held;  (10)  the  recom¬ 
mendations,  if  any,  made  by  the  Director  of  Equ^  Employinent 
Opportunity  to  the  Chairman  of  the  Cbrporatiou  or  the  Chairman’s 
designee  regarding  the  disposition  ctf  tte  complaint;  and  (11)  the 
letter  transmitting  the  dedtion  on  the  conqdaint  by  the  Chairman  of 
the  C^orporation  or  the  Qiaiiman’s  designee,  if  decision  was  made. 

Autiiority  for  maintfiiapoc  of  the  systanu  Sec.  717  of  title  VII  of 
the  avil  Rights  Act  of  1967  (42  U.S.C.  2000e-16);  Exec.  Order  No. 
11478,  “Equal  Employment  Opportunity  in  Federal  Government” 
(Aug.  12,  1969). 

Routine  uses  of  rceords  mshUsined  hi  the  system,  hiclnding  catego¬ 
ries  of  usen  and  the  purposes  of  such  uses:  Documents  and  infmma- 
tion  in  a'complaint  file  acquired  prior  to  investigteion  are  furnished 
to  the  Discrimination  Complaint  Investigator  for  background  pur¬ 
poses.  At  various  stages  ot  the  discrimination  comfdaint  processing 
system,  portions  of  or  aU  the  documents  in  the  complainant’s 
f^  may  be  avadatte  to  or  be  furnished  to  (1)  the  Corporation’s 
Director  of  Equal  Employinent  Opportunity  and  members  of  the 
Director’s  imniediate  staff  for  purposes  ot  monitoring  prescribed 
time  limits,  furnishing  required  notices,  and  malring  recommenda¬ 
tions  as  to  the  disposition  of  the  complaint;  (2)  the  person 
designated  by  the  Corporation’s  Director  of  Equal  Eniploynient  Op¬ 
portunity  to  attempt  an  informal  adjustment  of  the  comidaint;  (3) 
the  congdaints  examiner  appointed  by  the  Civil  Service  (Tommis- 
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skm  to  conduct  a  hearing  in  the  case;  (4)  the  Chairman  of  the  Cor¬ 
poration  or  the  Chairman’s  designee,  for  the  purpose  of  formulating 
a  proposed  disposition  or  rendering  a  decisidn  in  the  case;  (5)  the 
United  States  Civil  Service  Commission,  upon  appeal  of  the  Cor- 
pcHntion’s  decision  in  the  case  to  that  agency;  ami  (6)  such  other 
persons  as  may  be  entitled  by  law  <x  regulations  of  the  Civil  Ser¬ 
vice  Commission  to  access  to  the  file  or  portions  thereof  for  the 
purpose  of  processing  the  case,  eidier  administratively  or  in  the 
courts. 

PoUcics  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
■■H  disposing  of  records  in  the  qrtem: 

Storage:  Maintained  in  file  folders. 

RetrievabiUty:  Indexed  by  name  of  complainant. 

Safeguards:  Maintained  in  lockaUe  metal  file  cabinets. 

Retention  and  disposal:  Retained  for  7  years  after  final  adjust¬ 
ment  when  case  is  resolved  within  the  Corpenation  and  is  then 
destroyed  by  shredder;  complaint  files  on  cases  appealed  to  the 
Civil  ^rvice  Commission  are  transferred  to  that  agency  and  are 
retained  according  to  its  records  contrtd  schedule. 

System  managet^s)  and  address:  Executive  Secretary.  Records 
Unit,  FDIC,  550  17th  Street,  N.W..  Washington,  D.  C.  20429. 

NodflcidioB  procedure:  Same  as  the  above.  Inquiries  must  contain 
the  full  name  of  the  ii^uirer  and  must  be  accompanied  by  a 
notarized  statement  attesti^  to  the  inquirer’s  name. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedirrcs:  Same  as  the  above. 

Record  source  categories:  Complainant  on  whom  the  file  is  rrtain- 
tained;  complain  ant’s  persormel  record;  EEO  Counselor;  in- 
dividuids  interviewed  during  the  investigation  or  offering  testimony 
during  the  hearing. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

FDlC/9 

System  name:  Examiner  Training  and  Education  Records — FDIC. 

System  location:  Division  of  Bank  Supervision  Training  Center, 
FDIC,  1701  N.  Fort  Myer  Drive,  Arlington,  Virginia  22209. 

Categories  of  indivklnals  covered  by  the  system:  FDIC  assistant 
examiner^who  have  been  candidates  for  determination  of  progress 
to  become  a  conunissioned  hank  examiner  (Progress  Evaluation 
Candidates).  FDIC  examiners  who  attend,  or  have  attended,  gradu¬ 
ate  school  of  banking  (Graduate  School  of  Banking  Students). 

Categories  of  records  in  the  system:  Progress  Evaluation  Can¬ 
didates — contains  a  statement  of  the  caiKlidate’s  education,  home 
address,  date  and  place  of  birth,  and  experience,  a  Report  of 
Evaluation  of  a  Progress  Evaluation  Panri,  the  consolidated 
findings  of  each  Progress  Evaluation  Panel  member,  the  candidate’s 
case  studies,  basic  work  papers,  and  responses,  and,  in  the  case  of 
an  unsuccessful  candidate,  the  candidate’s  complete  work  papers 
and  responses,  as  well  as  the  individual  findings  of  each  Proe^ss 
Evaluation  Panel  member. 

Graduate  School  of  Banking  Students — contains  the  student’s 
name,  enrollment  data,  record  of  attendance,  record  of 
completion  or  graduation  and  general  correspemd  ence 
between  the  FDIC  and  the  student’s  school  of  enrollment. 

Authority  for  maintenance  of  the  system:  Sec.  10(b)  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  1820(b)). 

Rmdhw  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Intra-agency  uses  only. 

Pottcies  and  practices  for  storing,  retrieving,  nrrrsaing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  All  categories  are  stored  in  file  folders. 

Retrievability:  All  cat^oiies  are  indexed  by  name.  ^ 

Safeguards:  AO  categories  are  maintained  in  lockable  metal  filing 
cabinets. 

Retention  and  disposal:  Progress  Evaluation  Candidates  records 
maintained  two  years  for  the  successful  candidate  and  then 
destroyed  by  shredder,  records  of  unsuccessful  candidate  retained 
until  the  candidate’s  successful  com(4etion  or  until  the  candidate 
leaves  the  FDIC’s  emidoy.  Graduate  Schoed  oi  Banking  student 
records  are  permanently  retained. 

System  managers)  and  address:  Director,  Division  Bank  Su¬ 
pervision,  FDIC,  550  17th  Street,  N.W.,  Washington,  D.  C.  20429. 

NstElratisB  procedure:  Executive  Secretary,  Records  Unit, 
FDIC.  5S0  17th  Street,  N.W..  Washington,  D.  C  20429.  Inquirers 


must  provide  their  fidl  name  and  identify  the  category  or  cat^ories 
of  uduch  they  are  inquiring. 

Record  accem  procedures:  Same  as  “Notification”  above. 

Cootesthig  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  Progress  Evaluation  Candidates — the 
candidate,  the  candidate’s  personnel  record,  and  members  of  the 
candidate’s  lYogress  Evaluation  Piuiel.  Graduate  Schotd  of  Banking 
Students — ^the  studem,  the  student’s  school,  and  the  student’s  per¬ 
sonnel  record. 

Systems  exempted  from  certain  provisiona  of  the  act:  Pursuant  to 
section  310.13(c)  of  the  FDIC’s  Rules  and  Regulations,  test^ 
material  used  solely  to  assess  individual  qualifications  for  appoint¬ 
ment  or  promotion,  the  disclosure  fji  which  would  conq>romise  the 
objectivity  or  fairness  of  the  testing,  evaluation  or  examination 
process,  may  be  withheld  from  disclosure. 

FTHC/IO 

System  name:  Graduate  Fellowship  Applications — FDIC. 

System  location:  Division  of  Research,  FDIC,  550  17th  Street, 
N.W..  Washington,  D.  C.  20429. 

Categories  of  indivkiuals  covered  by  the  system:  Applicants  for 
FDIC  fellowships  for  graduate  study  in  banking,  finance  and 
economics. 

Categorfas  of  records  in  the  system:  Contains  correspondence 
from  {q>plicants  and  fixxn  individuals  whose  names  were  provided 
by  the  applicants  as  references,  application  forms,  applicants’  grade 
transcripts,  samples  of  written  wo^,  and,  in  some  instances,  com¬ 
ments  cd  i^viduals  vriio  interviewed  applicants. 

Authority  for  mafatenance  of  the  system:  Section  9  of  the  Federal 
Deposit  IiBurance  Act  (12  U.S.C.  1819);  Sec.  506  of  the  Federal 
Records  Act  of  1950  (44  U.S.C.  3101). 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  b  for  intra¬ 
agency  use  only.  Disclosure  of  information  on  the  applicant  may  be 
made  in  requestii^  information  oi  individuals  or  concerns  whose 
names  were  suppla^  by  the  applicant  as  references  and/or  past  or 
present  employers. 

Polktes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  File  folders. 

Retrievability:  Indexed  by  name. 

Safeguards:  Maintained  in  metal  file  cabinets  with  a  combination 
lock. 

Retention  and  disposal:  Supporting  documents  in  applications  of 
unsuccessful  applicants  are  retained  for  3  years  after  their  review 
and  then  destroyed,  ap{4ications  (rf  unsuccessful  candidates  and 
conqjlete  files  of  fellowship  winners  are  retained  indefinitely. 

System  managerts)  and  address:  Director,  Division  of  Research, 
FDIC.  550  17th  Street,  N.W.,  Washington,  D.  C.  20429. 

NolifIcatioB  procedure:  Executive  Secretary,  Records  Unit, 
FDIC.  550  17th  Street.  N.W.,  Washington.  D.  C.  20429. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  Information  is  obtained  from  the  appli¬ 
cants,  references  supplied  by  the  applicants,  college  documents, 
current  and/or  former  employers,  and  FDIC  employees  who  inter¬ 
viewed  the  applicants. 

Systems  cxenqited  from  certain  provisions  of  the  act:  None. 

FDIC/11 

System  name:  Legal  Ckunidiance  and  Enforcement  Records — FDIC. 

System  location:  Office  of  the  General  Counsel,  FDIC,  550  17th 
Street,  N.W.,  Washington,  D.  C.  20429. 

Categories  of  individuals  covered  by  the  system:  Directors  or  of¬ 
ficers  ^  FDIC  insured  State  iKMunember  bcinks  who  have  been  the 
subject  of  an  indictment,  infmma  tion  or  comfribint  for  a  felony  in¬ 
volving  dbhonesty  or  breach  of  trust.  Directens  or  officers  of  FDIC 
insured  State  nonmentoer  banks  who  are  su^>ected  of  committing 
vkrfations  of  law,  rule  or  regulation,  or  ot  a  final  cease-and-desist 
order,  or  of  committing  acts,  omissions  or  practices  consthutmg  a 
breach  of  fiduciary  duty.  Individuals  who  have  sought  FDIC  con¬ 
sent  to  serve  as  an  officer,  director,  or  employee  of  a  FDIC  in¬ 
sured  State  iKMunember  bank  after  having  been  convicted  of  a 
crime  involving  dishonesty  or  breach  of  trust 
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Cattforto  of  reconh  !■  the  wf^bemi  Contains  tiie  indictment,  in¬ 
formation.  or  complaint  ffled  against  the  subject  individud,  and  any 
court  order  or  res^ution  of  such  indictment,  information,  or  com¬ 
plaint  Contains  newspaper  clippings  on  subject  individuals.  Con¬ 
tains  affidavits  of  the  subject  individual  and  bank  emi^yees.  Con¬ 
tains  intra-agency  memoranda  and  general  Cociespondence  between 
the  FDIC  and  the  subject  individual  and/or  his/^  attorney.  Con¬ 
tains  final  administrative  orders  issued  by  the  FMC. 

Authority  for  msfatenance  of  the  syalea:  Sec.  8  and  19  of  the 
Federal  Deposit  Insurance  Act  (12  U.S.C.  1818,  1829). 

RouthM  uses  of  records  umlnlaiBed  hi  tte  syatem,  hwhwihig  caSego- 
rics  of  users  and  Ae  purpoees  of  sndi  uses:  In  the  event  that  the 
system  of  records  indicates  a  violation  or  potential  vkdation  of  law, 
whether  civil,  criminal  or  regulatory  in  nature,  and  udiether  arising 
by  general  statute  or  particular  program  statute,  or  by  regutetion, 
rule  or  order  issued  pursuant  thereto,  the  relevant  records  in  the 
system  may  be  referred  to  the  appropriate  agency,  whether  Federal 
or  State,  charged  with  the  responsibility  of  investigating  w 
prosecuting  such  violation  or  charg^  with  enforcing  or  implement¬ 
ing  the  statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 
In  the  event  of  civil,  criminal  or  administrative  proceedings,  the 
relevant  records  may  be  disclosed  to  the  i^ipropriate  court,  magis¬ 
trate,  or  administrative  tribunal  as  evidence,  or  to  counsel  for  pur¬ 
poses  of  discovery  and  the  presentation  of  evidence. 

Policies  and  practiocs  far  alorhig,  retrieving,  acefasing,  retainhig, 
and  disposing  of  records  In  the  sySem: 

Storage:  Maintained  in  a  file  folder  and  on  computer  discs. 

Retrlevabillty:  Indexed  by  name. 

Safeguards:  Maintained  in  lockable  metal  filing  cabinets  in  a 
secured  room,  computer  discs  are  accessed  by  only  authorized  per¬ 
sonnel. 

Retention  and  disposal:  Permanent  retention. 

System  managcr(s)  and  address:  General  Counsel,  L^al  Division, 
FDIC.  5S0  17th  Street,  N.W.,  Washington,  D.  C.  20429. 

Notification  procedure:  Executive  Secretary.  Records  Unit, 
FDIC,  SSO  17th  Street,  N.W.,  Washington,  D.  C.  20429.  Inquirers 
must  provide  their  fidl  name  and  the  name  of  the  bank  with  vriuch 
they  were  associated.  Inquiries  must  include  a  notarized  statement 
attesting  to  the  individual’s  identity. 

Record  access  procedures;  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification**  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained.  The  emjdoyer  of  the  individual,  newspaper  articles,  and  in¬ 
dividuals  interviewed  during  the  investigation.  Federal  and  State 
prosecuting  authorities  and  Federal  and  State  financial  institution 
supervisory  authorities. 

Systems  exempted  from  certsin  provirious  of  the  act:  Pursuant  to 
section  310.13(a)  of  the  FDIC*s  Rules  and  Regulationa.  investigato¬ 
ry  material  comfriled  as  a  part  of  this  system  for  law  enforcement 
purposes  is  exempted  from  the  accounting  provisions  of  section 
310.1(Kd)(2)  of  the  FDIC*s  Rules  and  Regulations  and  may  be 
withheld  from  disclosure,  to  the  extent  that  such  disclosure  may  in¬ 
terfere  with  the  investigation  and  preparation  of  any  dvil,  criminal 
or  administrative  law  e^orcement  proceedings. 

FD8C/12 

System  name:  Payroll  and  Employee  Hnanckd  Records — FDIC. ' 

System  location:  Personnel  Branch,  FDIC,  1709  New  York 
Avenue,  N.W..  Washington,  D.  C.  20429  (See  APPENDIX  A  for 
the  location  of  FDIC  Regionid  Offices.) 

Categories  of  individuals  covered  by  the  system:  All  current  and 
former  FDIC  emidoyees. 

Categories  of  records  in  the  system:  Consists  of  various  forms  and 
computer  retrievable  data  w'akdi  disclose  emfdoyee:  mailing  address 
and  home  address;  rate  and  amount  oi  pay,  leave,  and  hours 
worked,  and  leave  balances;  life  insurance,  health  insurance  and 
retirement  deductions;  tax  exemptions;  and  payroll  deduction 
authorizations. 

Authority  for  mabitmanre  of  the  system:  Section  9  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  1819);  Exec.  Order  9397, 
“Numbering  System  for  Federal  Accounts  Rdating  to  Individual 
Persons**  (Nov.  22,  1943). 

Rontiae  uses  of  records  mshitshinl  in  the  system,  hu  liidlng  cstego- 
rks  of  users  and  the  purposes  of  such  uses:  Information  developed 
from  these  records  is  routinely  provided  to  State,  City  and  Federal 
income  tax  authorities,  including,  at  the  Federal  level,  the  Internal 


Revenue  Service  and  the  Social  Security  Admnnstration.  and,  to 
other  recipients,  as  authorized  by  the  employee,  including  die 
United  Sti^  Treasury  Department,  savings  institutioas,  msurance 
carriers  arxl  charity  funds.  Records  are  periodicaBy  made  availiMe 
for  inqiecticHi  to  auditors  employed  by  the  Government  Accounting 
Office.  Rdevant  reewds  in  this  systern  of  records  may  be  referred, 
as  a  routine  use  to  the  ap|»opriate  agency,  whethCT  Federal  or 
State,  charged  with  the  reqwnsibility  of  investigating  or  prosecut¬ 
ing  any  violation  of  law,  rule  or  regulation.  In  the  event  of  litiga¬ 
tion,  r^vant  records  may  be  presented  to  the  appropriate  court, 
magistrate,  or  administrative  tribunal  as  evidence  or  to  counsd  fen 
the  presentation  of  evidence  and/or  in  the  course  of  discovery. 

Policies  and  practices  for  storing,  iilili  ilag.  accessing,  ictakahig, 
soul  dhposlng  of  records  hs  the  sytem: 

Storage;  File  folders,  record  cards  and  computer  discs. 

Rctrievaliility:  File  folders  and  records  cards  indexed  by  name; 
computer  (hscs  are  indexed  by  social  security  nuntdier. 

Safegusrils;  File  folders  and  record  cards  are  stored  in  lockable 
metal  cabinets;  computer  discs  are  accessed  only  by  authorized 
personnel. 

Rstontion  and  disposal:  Year-end  trial  balances  (the  individual 
earnings  record)  are  retained  during  employment  and  then  trans¬ 
ferred  to  the  Federal  Records  Center,  where  the  records  are  main¬ 
tained  indefinitely.  Deduction  authorizations  and  documents  used  to 
develop  the  records  are  retairted  for  the  period  of  use  and  iq;>  to  an 
additkioal  three  years  after  which  tey  are  disposed  of  by 
shredding  or  burning. 

Syatem  raanager(s)  and  addkeas:  Controller,  Office  of  the  Con¬ 
troller.  FDIC.  SSO  17th  Street.  N.W..  Washington.  D.  C.  20429. 

Netlfkalton  proesdnre;  Executive  Secretary,  Records  Unit,  SSO 
17th  Street.N.W..  Washir«too.  D.C.  20429. 

Rceord  aeocm  procedures:  Same  as  “Notification**  above. 

CuuteJtIng  record  procedures:  Same  as  “Notification**  above. 

Record  source  categories:  RThe  information  is  obtained  from  the 
employee  on  whom  the  record  is  maintained. 

Systems  exempted  from  certain  preshiona  of  the  act:  SNone. 

FDIC/13 

Syatem  name:  Savings  Bond  PayroO  Deduetkm  Systems — FDIC. 

System  locatioa:  Accounting  and  Budget  Branch,  FDIC.  1709 
New  York  Avenue.  N.W.,  Washit«ton.  D.  C.  20429. 

Categories  of  IndividHals  covered  by  the  tyriem:  All  current  and 
former  FDIC  employees  wdm  have  authorized  payroll  deductions 
for  the  purchase  of  United  States  Savings  Bonds. 

Categories  of  records  In  the  syatesa:  Consists  of  the  name  and  ad¬ 
dress  of  the  emidoyee,  the  amount  of  the  employee*s  salary  to  be 
witldirid.  the  deiwmination  bond  to  be  purchased  and  the  scries 
at  bond,  the  owner*s  name,  address  and  social  security  number,  die 
designated  co-owner  or  beneficiary  and  their  social  security 
number. 

Authority  for  mahitenanre  of  the  syatem:  Section  9  <rf  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  1819);  Exec.  Order  9397, 
“Numbering  System  for  Federal  Accounts  Relating  to  Individual 
Persons**  (Nov.  22,  1943). 

Roudac  uses  of  records  malatalnrd  in  the  system,  iacludhig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  from  tto 
system  is  routinely  transmitted  to  the  United  States  Treasury  De¬ 
partment  for  the  preparation  of  savings  bonds. 

Policies  and  practiem  for  storing,  retrieving,  accearing,  rrtsinh^. 
and  dhposlng  of  records  in  the  qrtem: 

Storage;  F3e  folders,  index  cards  and  computer  discs. 

RetrievabiUty:  File  folders  and  record  cards  are  indexed  by  name, 
computer  discs  are  jpdexed  by  social  securky  number. 

Saiegnardst  Rle  finders  and  record  cards  are  stored  in  lockable 
metal  cabinets,  cranputer  discs  are  accessed  only  by  authorized 
personnel. 

Retention  and  diaposal:  Records  are  retained  for  two  years  and 
then  destroyed. 

Syatem  managers)  and  adthuas:  Controller,  Office  of  the  Con¬ 
troller.  FIRC,  SSO  17th  Street,  N.W..  Washn^ton.  D.  C.  20429. 

Notncalion  procedore:  Executive  Secretary,  Reemds  Unh, 
FDIC,  SSO  17th  Street,  N.W.,  Washii«ton.  D.  C.  20429. 

Record  access  proccdurs:  Same  as  “Notification**  above. 

Conteathig  record  procedurm:  Same  as  ‘*Notificatioo**  above. 
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RM«rd  imrct  catagoriH:  The  infonnatioa  is  obtained  from  the 
employee  on  vdiom  the  record  is  maintained. 

^alcma  cacmplcd  from  ecrtafa  proiriiiona  ol  the  act:  None. 

PDIC/14 

Systam  aaaw:  Travd  Voucher  System— FDIC. 

SyaSsBi  locatisat  Aocounting  and  Budget  Branch.  FDIC,  S50  17th 
Street.  N.W..  Waalui«ton.  D.  C  20C9. 

CajsgoHrt  el  haBvhtaahi  corered  by  the  systcas:  FDIC  employees 
who  travel  on  official  business. 

Categories  ol  records  hi  the  qatcau  Contains  records  rdating  to 
employ^*  claims  for  reimbursement  of  official  travel  expenses  in¬ 
cluding  travel  authorizations,  advances,  and  vouchers  showing 
amounts  claimed,  exceptions  takoi  as  a  residt  of  audit,  advance 
balances  applied,  and  amounts  paid. 

Aathuelty  lor  aadatenaacc  of  the  syatcas:  Sec.  10(a)  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  1820(a));  Travel  Expense  Act  of 
1949  (5  U.S.C.  5701-5709);  Exec.  Order  W97,  'Numbering  System 
for  Federal  Accounts  Rating  to  Individual  Persons*  (Nov.  22, 
1943). 

RoutiBC  uses  of  records  maintahiotl  be  the  syateas,  hirlurtlng  catego¬ 
ries  of  aoers  and  the  pnrpooei  of  mch  uses:  Reccmls  are  pedodicaQy 
made  available  for  inspection  to  auditors  em^yed  by  the  Govern¬ 
ment  Accounting  Office.  In  the  event  that  information  contained  in 
this  system  of  records  indicates  a  violation  or  potential  violation  of 
the  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  tele>^t 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  uliether  Federal  or  State,  changed  with 
the  responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enfmcing  or  implementing  the  statute,  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto.  In  the  event  of  litigation,  the 
records  may  be  presented  to  the  appropriate  court,  magistrate,  or 
administrative  trttnmal  as  evidence  or  to  counsd  for  the  presenta¬ 
tion  of  evidence  and/or  in  the  course  of  discovery. 

Pottcfas  and  practka  far  storing,  retrlevtag,  acccaring,  rctalnhig, 
and  dhpoiing  of  records  in  the  sytea: 

Storages  File  folders  and  computer  discs. 

RctrievabiUty:  Rks  indexed  by  name,  computer  discs  by  social 
security  number. 

Safsgnards:  File  feeders  stored  in  a  lockaMe  room,  computer 
discs  are  accessed  by  only  authorized  personnel. 

Retention  and  disposal:  Records  are  maintained  for  seven  years, 
then  file  fedders  are  shredded  and  computer  discs  are  erased. 


System  manager(s)  ami  addtvass  Controller,  Office  of  the  Con¬ 
troller,  FNC.  550  ITdi  Street.  N.W..  Washington,  D.  C.  20429. 

NadBcation  procedure:  Executive  Secretary,  Records  Unit, 
FERC,  550  17th  Street,  N.W.,  Washii«ton.  D.  C  20429.  Inquirers 
naist  provide  their  fuD  name  and  sociid  security  number. 

Record  access  procedures:  Same  as  “Notification”  above.  HQ 
Same  as  “Notification”  id>ove. 

Record  source  futegorlei:  The  information  is  obtained  from  the 
employee  on  whom  the  record  b  maintained. 

Syatcnai  esengitid  from  certafa  proeblom  of  the  act:  None. 

APPENDK  A 

FEDERAL  MPOSIT  INSURANCE  CORPORATION  REGIONAL 
OFFICES 

Atlanta  Regional  Office,  FDIC,  2  Peachtree  Street.  NW.,  Suite 
3030,  Atlanta,  Georgia  30303. 

Boston  R^kmal  Office,  FDIC,  2  Center  Plaza,  Room  810, 
Boston,  Massachusetts  02108 

Chicago  Regional  Office,  FDIC,  Sears  Tower,  233  S.  Wacker 
Dr.,  Suite  61 16,  Chicago,  Illinois  6()606 

Columbus  Regional  Office,  FDIC,  37  West  Broad  Street,  Suite 
600,  Columbus,  Ohio  43215 

Dallas  Regional  Office,  FDIC,  300  North  Ervay  Street,  Suite 
3300,  DaUas,  Texas  75201. 

Madison  Regional  Office,  FDIC,  1st  Wisconsin  Plaza,  1  South 
Pinckney  SL,  8th  Floor,  Madison,  Wisconsin  53703. 

Memi^is  Regional  Office,  FDIC,  165  Madison  Avenue,  Suite 
1010,  Memphis,  Tennessee  38103 

Minneapolis  Regional  Office,  FDIC,  730  Second  Avenue,  South, 
Suite  266,  Minneapolis,  Minnesota  55402 

New  York  Regional  Office,  FDIC,  345  Park  Avenue,  2 1st  Floor, 
New  York,  New  York  10022. 

Omaha  Regional  Office,  FDIC,  1700  Famam  Street,  Suite  1200, 
Omaha,  Nebraska  68102. 

Philadelphia  Regional  Office,  FDIC,  5  Penn  Center  Plaza,  Suite 
2901,  Philadelphia,  Pennsylvanb  19103. 

Richmond  Regional  Office,  FDIC,  908  E.  Main  Street,  Suite  435, 
Richmond,  Virginia  23219 

SL  Louis  Regional  Office,  FDIC,  720  Olive  Street,  Suite  2909, 
St  Louis,  Missouri  63101. 

San  Francisco  Regional  Office,  FDIC,  44  Montgomery  Street, 
Suite  3600,  San  Trancisco,  California  94104. 


(FR  DOC.7S-22635  FUed  8-26-75:8:45  am] 
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ACTION 

PRIVACY  ACT  OF  1974 
Notic*  of  System*  of  Records 

Notice  is  hereby  given  that  in  accord 
with  5  U£.C.  55a(e)  (4)  and  (11).  Sec.  3 
of  the  Privacy  Act  of  1974  (Ihib.  L. 
93-579.  hereinafter  referred  to  as  the 
“Act”)  ACTION  proposes  to  adopt  notice 
of  systems  of  recorcb  as  set  for^  below. 

Any  person  interested  in  this  notice 
may  submit  written  views,  comments  or 
other  data  to  ACTION/QC.  Room  607. 
806  Connecticut  Avenue,  N.W.,  Washing¬ 
ton,  D.C.  20525.  on  or  before  Septem¬ 
ber  26.  1975.  All  written  comments  re¬ 
ceived  from  the  public  through  said  date 
will  be  considered  before  publication  of 
a  final  notice.  Comments  received  will 
be  available  for  public  inspection  at  the 
above  address  between  the  hours  of  9 
a.m.  and  5  pjn..  Monday  through  Friday 
(except  holidays) . 

This  notice  does  not  include  specific 
identification  of  certain  systons  of  rec¬ 
ords  in  the  custody  of  the  Agency  due  to 
the  fact  that  other  Federal  agenciesiiave 
assumed  responsibility  for  pubUshing 
government-wide  notices  wi^  respect 
thereto.  Primarily  this  includes  publica¬ 
tion  of  systems  records  pertaining  to 
Federal  employee  personnel  records 
by  the  United  States  Civil  Service 
Commission. 


Special  note  should  be  taken  of  the 
Preliminary  Statement  to  the  systems 
of  records  containing  an  indication  of 
general  routine  uses,  general  exemptions 
from  disclosure,  general  regulations  as 
to  notification,  access  and  contest,  and 
other  material  applicable  to  ACTION 
record  systems  generally.  The  Agency  de¬ 
sired  to  avoid  unnecessary  repetition  and 
duplication  in  the  publication  of  each 
system  of  records  which  might  make  it 
difficult  for  the  public  to  review  and 
locate  a  system  in  which  a  record  might 
be  available.  The  publication  of  general 
routine  uses  and  exemptions  does  not 
serve  as  an  indication  that  each  system 
will  be  normally  used  or  usaUe  for  such 
purposes  or  subject  to  such  exemptions, 
but  that  the  use  of  any  system  for  such 
routine  use  shall  be  permitted  upon  re¬ 
quest  of  a  designated  routine  user.  In¬ 
cluded  in  the  preliminary  statement  ot 
routine  uses  are  certain  Indications  of 
special  exemptions  with  respect  to  volun¬ 
teer  personnel  files  and  medical /psychi> 
atrlc  records  as  to  which  special  proce¬ 
dures  are  required  to  comply  with  the 
Agency’s  special  responsibility  to  volun¬ 
teers  and  to  personnel  as  to  whom  it 
maintains  medical /psychiatric  informa¬ 
tion. 

This  notice  is  Issued  in  Washington, 
D.C.  on  August  20, 1975. 

MICRASLP.  BALZAHO.Jr. 

Director,  ACTION. 


The  Agency  proposes  to  adopt  the  fol¬ 
lowing  notice  of  systems  of  records: 

NoTics  or  Systbhs  or  Ricoxds 

PULmnf  AXT  STATSMSIfT 

OPERATINO  UN/rS— Identification 
ot  the  operating  units  within  the  Agency 
to  which  a  particular  system  of  records 
pertains  appears  as  “ACTION”  followed 
by  a  designated  abbreviation.  The  ab¬ 
breviations  and  their  meanings  are  as 
follows: 

OD — Office  of  the  Director 
DO — Office  of  Domestic  and  Anti-Pov¬ 
erty  Operations 

lO — Office  of  International  Operations 
OPP — Office  of  Policy  and  Planning 
CA — Office  of  Congressional  Affairs 
OC — Office  of  Oeneral  Counsel 
EO — Office  of  Equal  Opportunity 
AF — Office  of  Administration  and  Fi¬ 
nance 

ORC — Office  of  Recruitment  and  Com¬ 
munications 

OFFICIAL  PERSONNEL  F/LES— Offi¬ 
cial  personnel  files  of  Federal  employees 
in  the  Oeneral  Schedule  in  the  custody 
of  the  Agency  are  considered  the  prop¬ 
erty  of  the  Civil  Service  Commission. 
Access  to  such  files  shall  be  in  accordance 
with  such  notices  published  by  the  Com- 
missimi.  Access  to  such  files  in  the  cus¬ 
tody  of  the  Agency  will  be  granted  to 
individuals  to  whom  such  files  pertain 
upon  request  to  the  Director.  Office  of 
Personnd  Management,  806  Connecticut 
Avenue,  N.W..  Washii^n,  D.C.  20525. 

Files  of  employees  in  the  Foreign  Serv¬ 
ice  Reserve  which  are  not  specifically 
covered  by  the  Civil  Service  Commission 
publication  are  inter-filed  with  all  other 
personnel  files  and  treated  in  the  same 
manner.  The  Commissitm  publication  of 
notice  for  official  personnel  files  is  there¬ 
fore  adopted  by  reference  for  Foreign 
Service  personnel  files  in  the  custody  of 
the  Agency  provided  however  that  ac¬ 
cess,  contests  and  appeals  as  to  any  rec¬ 
ord  shall  be  heard  as  provided  in  accord 
with  ACTION  Regulations  imder  the  Pri¬ 
vacy  Act. 

Various  offices  in  the  Agency  maintain 
files  which  contain  miscellaneous  copies 
of  personnel  material  effecting  ACTION 
employees.  This  would  include  copies  of 
standard  personnel  forms,  evaluation, 
etc.  These  files  are  kept  only  for  immedi¬ 
ate  office  reference  use  and  are  consid¬ 
ered  by  the  Agency  to  be  part  of  the  per¬ 
sonnel  file  system.  The  Agency’s  intenial 
regulations  provide  that  such  informa¬ 
tion  is  a  part  of  the  general  personnel 
files  and  can  only  be  disclosed  through 
the  Director  of  the  Office  of  Personnel 
Management  in  order  that  he  may  insure 
that  any  material  to  be  disclosed  is  rele¬ 
vant,  matmlal,  current,  and  fair  to  the 
individual  employee.  It  is  also  the  policy 
of  the  Agency  to  limit  the  use  of  such 
files  and  to  encourage  the  destruction  of 
as  many  as  possible. 

STATEMENT  OF  OENERAL  ROU¬ 
TINE  USES — ^llie  following  routine  uses 
are  Incorporated  by  this  reference  into 


each  system  of  records  set  forth  herein, 
unless  such  incorporatkm  is  specifically 
limited  in  the  system  description. 

1.  In  the  event  that  a  record  in  a  sys¬ 
tem  of  records  maintained  by  the  Agency 
indicates  any  violation  or  potential  vio¬ 
lation  of  the  law  whether  civil,  criminal, 
or  regulatory  in  nature,  and  whether 
arising  by  statute,  or  by  regulation,  rule 
or  order  issued  pursuant  thereto,  the 
relevant  record  in  this  system  of  records 
may  be  referred,  as  a  routine  use,  to  the 
appng>riate  agency,  whether  Federal, 
state,  local  or  forel^  cluurged  with  the 
responsibility  of  investigating  or  prose¬ 
cuting  such  violation,  or  charged  with 
enforcing  or  implementing  the  statute, 
rule,  regulation,  or  order  issued  pursuant 
thereto;  such  referral  shall  also  include 
and  be  deemed  to  authorize,  (1)  any  and 
all  appropriate  and  necessary  uses  of 
such  records  in  a  court  ot  law  or  before 
an  administrative  board  or  hearing,  and 
(2)  such  other  interagency  referrals  as 
may  be  necessary  to  carry  out  the  receiv¬ 
ing  agencies  assigned  law  enforcement 
duties. 

2.  In  the  event  the  Agency  receives  a 
request  from  a  Federal,  state  or  local  in¬ 
strumentality  under  the  Jurisdiction  of 
the  United  States  for  a  record  to  be  \i8ed 
for  a  civil  or  criminal  law  enforcement 
activity,  authorised  by  law,  such  record 
shall  be  disclosed  to  such  agency  or  in¬ 
strumentality  provided  ACTION  receives 
a  written  request  from  the  head  of  such 
agency  or  instrumentality  specifying  the 
particular  portion  of  the  record  desired 
and  the  law  enforcement  activity  for 
which  the  record  is  sought. 

3.  A  record  may  be  disclosed  as  a  rou¬ 
tine  use  to  designated  officers  and  em¬ 
ployees  of  other  agencies  and  depart¬ 
ments  of  the  Federal  government  having 
an  Interest  in  the  individual  for  employ¬ 
ment  purposes  including  the  hiring  or  re¬ 
tention  of  any  employee,  the  issuance  of 
a  security  clearance,  the  letting  of  a  con¬ 
tract,  or  the  issuance  of  license,  grant  or 
other  benefit  by  the  requesting  agency, 
to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting 
agency’s  decision  on  the  matter  involved, 
provided  however,  that  other  than  in¬ 
formation  furnished  for  the  issuance  of 
authorized  security  clearances,  informa¬ 
tion  divulged  hereunder  as  to  full-time 
volunteers  under  ’Title  I  of  the  Domestic 
Volunteer  Service  Act  of  1973  (42  U.S.C. 
4951)  or  the  Peace  Corps  Act  (22  U.S.C. 
2501)  shall  be  limited  to  the  provision  of 
dates  of  service  and  a  standard  descrip¬ 
tion  of  service  as  heretofore  provided  by 
the  Agency. 

4.  A  record  may  be  disclosed  as  a  rou¬ 
tine  use  in  the  course  of  presenting  evi¬ 
dence  to  a  court,  magistrate  or  adminis¬ 
trative  tribunal  of  appropriate  Jurisdic¬ 
tion  and  such  disclosure  shaU  include 
disclosures  to  opposing  counsel  in  the 
course  of  settlement  negotiations. 

5.  A  record  may  be  disclosed  as  a  rou¬ 
tine  use  to  a  member  of  Congress  sub¬ 
mitting  a  request  involving  an  individual 
who  is  a  constitutent  of  such  member 
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who  has  requested  assistance  from  the 
member  with  respect  to  the  subject  mat¬ 
ter  of  the  record. 

6.  Information  from  certain  systems  of 
records  especially  those  relating  to  I4>- 
plicants  for  Federal  emplo3rment  or  vol¬ 
unteer  service  may  be  disclosed  as  a 
routine  use  to  designated  officers  and 
employees  of  other  agencies  of  the  Fed¬ 
eral  government  for  the  purpose  of  ob¬ 
taining  information  as  to  suitability, 
qualifications  and  loyalty  to  the  United 
States  government. 

7.  Information  fnxn  records  systems 
may  be  disclosed  to  any  source  from 
which  information  is  requested  in  the 
course  of  an  Investigation  to  the  extent 
necessary  to  idmtify  the  individual,  in¬ 
form  the  source  of  the  nature  and  pur¬ 
pose  of  the  investigation,  and  to  identify 
the  type  of  information  requested. 

8.  Information  in  any  system  may  be 
used  as  a  data  source,  for  management 
information,  for  the  production  of  sum¬ 
mary  descriptive  statistics  and  analjrti- 
cal  studies  in  support  of  the  function  for 
which  Uie  records  are  collected  and 
maintained,  or  for  related  personnel 
management  fimctions  or  manpower 
studies.  Information  may  also  be  dis¬ 
closed  to  respond  to  general  requests  for 
statistical  information  (without  per¬ 
sonal  identification  of  individuals)  under 
the  Freedom  of  Information  Act  or  the 
Privacy  Act  or  to  locate  specific  individ¬ 
uals  for  personnel  research  or  other  per- 
soimel  managonent  functions. 

EXEMPTION  OF  DISCLOSURE- 
NATIONAL  DEFENSE  AND  FOREIGN 
POLICY  MATTERS — Certain  systems  ot 
records  covered  by  the  Act  and  main¬ 
tained  by  the  Agency  may  from  time  to 
time  ccmtain  materials  subject  to  specific 
exemptions  authorized  by  5  U.8.C.  552a 
(k)  (1)  relating  to  naticmal  defense  and 
fcHrelgn  policy  materials.  Such  materials, 
as  an  example,  might  consist  of  classified 
cables  or  other  documents  properly  clas¬ 
sified  under  Executive  Order.  The  Agency 
maintains  the  right  to  exempt  such 
materials  from  disclosure  wherev^  they 
might  iq>pear  in  such  systems  of  records, 
but  only  to  the  extent  necessary  to  pro¬ 
tect  such  material  as  required  by  Execu¬ 
tive  Order  and  various  statutes  in  the 
Interest  of  national  defense  and  foreign 
P(>licy. 

PARTIAL  EXEMPTION  OF  MEDI¬ 
CAL/PSYCHIATRIC  INFORMATION— 
Certain  systems  of  records  maintained  by 
the  Agency  contain  medical/psychiatric 
information,  the  disclosure  of  which 
might  harm  an  individual  if  disclosed  di¬ 
rectly  to  him.  As  to  such  records,  if  In 
the  sole  Judgment  of  appropriate  officials 
of  the  Agency  such  disclosure  could  have 
an  adverse  effect  upon  an  individual  un¬ 
der  the  provisions  of  5  U.8.C.  55a(f)  (3) , 
disclosure  may  be  limited  to  a  physician 
chosen  by  the  requesting  individual  or 
his  authorized  representative. 

LOCATION  OF  REGIONAL  OF¬ 
FICES — ^The  Agency  maintains  ten  Re¬ 
gional  Offices  in  which  certain  ss^tems, 
or  parts  of  systems  are  maintained.  The 


Agency  also  maintains  8tate  offices 
under  the  Jiurlsdiction  of  the  Regional 
Offices.  The  Regional  Offices,  their 
addresses,  and  the  8tates  within  their 
respective  Jvuisdictions  are  listed  below. 
In  the  event  of  any  doubt  as  to  whether  a 
record  is  maintained  in  a  Regional  Of¬ 
fice,  a  query  may  be  directed  to  the  Di¬ 
rector,  Administrative  Services,  ACTION, 
Washington,  D.C.  20525,  who  shall  fur¬ 
nish  all  assistance  necessary  to  locate  a 
sp€»cific  record. 

ACTION  Region  1,  John  W.  McCTonnsck  Fed¬ 
eral  Bldg.,  Room  1420,  Boston,  Maaaachu- 
aetts  021(>0  (Massachiisetts,  Maine,  New 
Hampshire,  Vermont,  Rhode  Island,  and 
Connecticut) . 

ACTION  Region  H.  26  Federal  Plaza.  16th 
Floor,  Suite  1611,  New  York,  New  York 
10007  (New  York,  New  Jersey,  Puerto  Rico 
and  Virgin  Islands) . 

ACTION  Region  in.  320  Walnut  Street. 
Suite  600,  Philadelphia,  Pennsylvania 
10106  (Pennsylvania,  Maryland,  District  of 
Columbia,  Delaware  and  Virginia). 
ACTION  Region  IV,  730  Peachtree  Street, 
NR.,  Room  805,  Atlanta.  Georgia  30308 
(Alabama.  Florida,  Georgia,  Kentucky, 
SClsslsslppl,  North  Carolina,  South  Caro¬ 
lina  and  Tennessee) . 

ACTION  Region  V,  1  North  Wacker  Drive,  Srd 
FIoot,  Rm.  822,  CTilcago,  Illinois  60606 
(Illinois,  Indiana.  Michigan,  Minnesota, 
Ohio  and  Wisconsin) . 

ACTION  Region  VI.  Corrigan  Tower  BuUd- 
ing.  Suite  1600,  212  No.  St.  Paul  Street. 
Dallas,  Texas  7S201  (Arkansas,  Louisiana, 
New  Mexico,  Oklahoma  and  Texas). 
ACTION  Region  vn.  n  Gateway  Center, 
Suite  330,  4th  and  State,  Kansas  City, 
Kansas  66101  (Iowa,  Kansas,  KOssouri  and 
Nebraska) . 

ACmON  Region  vm.  614  Prudential  Plaza, 
1060  17th  Street,  Denver,  C(d<»ado  80401 
(Colorado,  Wyoming,  Mcmtana,  North  Da¬ 
kota,  8outh  Dakota  and  Utah) . 

ACTION  Region  IK.  100  MCAlllster  Street. 
Room  3400,  San  Francisco,  Callfmnla  94103 
(Arizona,  California,  Hairall  and  Nevada). 
ACTTON  Region  X,  1601  Second  Avenue, 
Seattle,  Washington  98101  (Alaska,  Idaho, 
Oregon  and  Washington) . 

NOT/F/CAT/ON— Individuals  may  in¬ 
quire  as  to  whether  any  system  contains 
informaticxi  pertaining  to  them  by  ad¬ 
dressing  the  8ystem  Manager  in  writing. 
8uch  request  should  include  the  name 
and  address  of  the  individual,  his  or  her 
social  security  number,  and  any  relevant 
data  concerning  the  information  sought. 
Where  possible,  the  place  of  assignment 
or  employment,  etc.  In  case  of  kny  doubt 
as  to  which  system  contains  a  record,  in¬ 
terested  individuals  may  contact  the  Di¬ 
rector.  Administrative  8ervices,  ACTITON. 
Washington,  D.C.,  20525,  who  has  overall 
supervision  of  records  sirstems  and  who 
will  provide  assistance  in  locating  and/or 
identifying  appropriate  systems. 

ACCESS  AND  CONTEST— In  response 
to  a  written  request  by  an  indlvidu^d,  the 
appropriate  8ystem  Manager  shcdl  ar¬ 
range  for  access  to  the  requested  record 
or  advise  the  requester  if  no  such  record 
mcists.  If  an  Individual  wishes  to  contest 
the  content  of  any  record,  he  or  shamay 
do  so  by  addressing  a  written  request  to 
the  Director,  Administrative  8ervices, 


ACTION,  806  Connecticut  Avenue,  N.W., 
Washington,  DC  20525.  The  Director 
shall  provide  all  necessary  Information 
regarding  such  contest  and  appeal. 
ACTKW 

Au>HABxncAL  usrmo  or  ststkms  or  rxcobos 
rOKWAKOXD  to  THX  rZDXBAl.  EXOISTKB  ON  AU¬ 
GUST  20,  ItTS 

Accoimts  Receivable  (OoUectlon  of  Debts 
Record  &  Claims  Record) 

ACTTON  Travel  FUe 

CAassifled  Document  Security  Violation  FUe 
Combined  Domestic  Operations  tc  Interna¬ 
tional  Volimteer  Applicant  System 
Conflict  of  Interest  Records 
Congressional  Files  System 
Data  Entry  Statistics  of  Keypunch  Operators 
Discrimination  (Complaint  FUe 
Domestic  FuU-Tlme  Volunteer  Census  Master 
FUe 

Domestic  A  International  Volunteer  Security 
FUe 

Domestic  Program  Applicant  Medical  Record 
Domestic  Volunteer  Appeal  FUe 
Domestic  Volunteer  Applicant  Psychiatric 
Report  System 

Domestic  Volunteer  FuU-Tlme  Legal  FUe 
Domestic  Volunteer  Full-Time  Personnel  FUe' 
Donmtlc  Volunteer  Medical  FUe  A  Medical 
Claims 

Domestic  Volunteer  Payroll  Records 
Domestic  Volimteers  Status  Change  System 
Bmploiree  Indebtedness  FUes 
Employee  PayroU  Records 
Employee  Reemployment  A  Repromotlon 
Priority  Consideration 
Employee  Travel  FUe 
Employee  Unofficial  Personnel  FUes 
Former  Peace  Corps  Volunteer  Medical  Rec¬ 
ords 

Grievance  Appeal  A  Arbitration 
Legal  FUes — Staff  A  Applicants 
Legal  FUSS — ^Volunteers  and  Applicants 
Management  Union  Record  System 
Occupational  Injury  A  nineas  Reports 
Overseas  Health  Records 
Overseas  Staff  Personnel  Records 
Peace  (3orps  Applicant  File  (1963-June  1974) 
Peace  Corps  Applicant  Records 
Peace  Corps  Applicant  A  Trainee  Medical 
History 

Peace  Corps  Medical  Evacuatlons/Admlnls- 
tratlve 

Peace  Corps  Medical  Evacuation  Cards 
Peace  Corps  Property  Records 
Peace  Corps  Trainee  A  Volunteer  Personnel  A 
Pay  Record 

Peace  C!orps  Volunteer  Authorized  Storage 
FUe 

Peace  Corps  Volunteer  Death  FUes 
Peace  Corps  Volunteer  Emergency  Leave 
System 

Peace  Corps  Volunteers  Extenslon/Transfer/ 
Re-enroUment  System 
Peace  Ck>rps  Volunteer  Financial  Recmds 
Peace  Corps  Volunteer  Personnel  A  Payroll 
8ystem-(X>mputer 

Peace  Ciorps  Volunteer  Program  Correspond¬ 
ence 

Peace  Corps  Volunteer  Termlnatton/Oonzul- 
tatlon  System 
Performance  Evaluation 
Personal  Services  Contract 
Staff  Security  FUes 

Staff  A  Vcduuteer  Household  Storage  FUe 
Talent  Bank 

Theft  of  Employee  Property 
Travel  Authorization  FUe 
United  Nations  Volunteer  System 
Volunteer  Applicant  Record  System 
Voucher  Fayment  Record  A  Schedules  of 
Payments  FUe 
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ACnON/CA— 1 

^  ^ —  ...1^  Coiwresskmal  File*  Sy*lem— ACTION/CA 

SyM  MOm-.  Office  of  Congressic^  i^s/ACnON  806 
C^JeScut  Avenue,  N.W..  Washmgton.  D.C.  20525. 

Catejorfa.  of  todWdiirf.  covetwl  by  tl«  .yrte^ 

*^^te-ork*  of  record,  tai  tbe  .y-tenu  Tbe  record*  in 

pe;.oonel  of  ACTION  «Ki  member,  of 

for  nudmenence  of  the  .y.*em:  ' 

U  s!?^l  et  *eq.  and  Dome*tic  Volunteer  ServK^e  Act  1973. 

42  U.S.C.  4951  et  *eq.  _ _  .  .  n  .  r.inm 

are  not  .ubiect  to  routine  u»e  ouuide  the  Agency. _ ^ 

aMl  pnKlk**  lor  slorint,  retrievtog,  acccaring,  retaining, 
and  ilhiiiiilni  of  record*  in  the  aytcre:  ^ 

SiiMac*  Record*  in  this  system  are  maintained  m 

JSSU  SSS.  to  .  roi.  loctoi  M  u«  ^  of  b«««. 

BctrievobUttv*  Records  in  this  system  concennng  meri*ere 

RaiievanMny-  ACTION  Vrg««tnrinn  are  ffled  by  Con- 

comirutte^  co^^^^ON^I^da^  alphabeticlly; 

alphabetically  by  last  mnne 

°*sifa«^irRecord*  in  this  system  are  generally  available  ophr  *o 
peSSS^  ACTION  having  a  need  for  such  informatioo  m  the 
^rfonnance  of  their  official  duties  a*  such.  ™,i„t*ioed 

■Mention  and  dtspoaal;  Records  in  this  system  are  mamtamed 

permanently.  ^  _ j  iiiirf  -  Assistant  Director  for  Congre*- 

riSHffSSS^OrlS^SS^  Avenue.  N.W..  Washing- 

odogorka:  Inform^  in  »y*f 
uiSTflom  the  following  categ^  of 
Directory.  Congressional  Records. 

publications. 

AcnowyoBo— 1 

name:  Discriminatioo  Congdaint  File  _ 

^Ln  locrtlon:  Office  of  Equal  Opp^^  ACTION  806  Con- 

nerSTAvenue.N.W.,  Washington.  D.C.  20525. 

'  - -  of  IndMdnal*  cnrered  by  the  sykem:  Any  enyloyee  or 

>->  ru«i  .  co.npl««  of  d»^ 

**°*  ****^*  ^  nan:  AMotoviu  manUioed  <»«■ 

■nation  how  the  complaint  was  resolved. 

*narti,'l«  ntatt—  •<  a-~=‘Ex,^  "■*” 

and  5CFR  713, 222.  .  .  „  _ 

ll^A* JU^Tcootents  of  these 

Civil  Service  Comnusswo  forhttW  ^Dranmneiitlf 

.nau  na  the  comolaint  <rf  discrinainatioo.  b.  to  me 
in^r^SoTwith  any  suits 

ISS  ^scrimination.  c.  To  the  Equal  Emi^ymontOpponunity 
^SSission  for  advice  and  counsel  within  ite  jimsdic^. 

policies  and  practkes  for  storing,  retrieving,  acoesrfng,  retaWig, 

locla 

natrievabillty:  Ffle*  are  indexed  alphabetically. 

Records  in  the  system  are  ‘‘''•***’**J^  .***JJ^ 
®"f^****'  •  .w-  Office  <rf  Equal  OpportuMty  and  odier 

performance  of  their  duties. 


-  .  ^  |g|-.n„|-  Records  are  retained  for  two  years  after 

the  cloae  of  the  case,  then  retired  to  the  Federal 
^  to^ferred  to  the  Natkjoal  Archives  ten  years  after  the  case  is 

enddcL 

^  .  n^Mertsl  «m1  addraaa:  Director,  Equal  Emptoyinent  Op- 
portimity.TJcnON,  806  Connecticut  Avenue.  N.W.,  Washington. 
D.C.  20525. 


C  j  ^  *w 

Records  of  hearings  on  complaints. 

ACnON/AF— 1 

Svkem  name:  Former  Peace  Corps  Volunteer  Medical 
^^l^ords-ACnONAO  i«< 

System  Office  of  Health  Services/ACnON  1735  Eye 

Street.  N.W..  Washington.  D.C.  20525.  .  Peace 

Calcgorles  of  hidWdaals  covered  by  the  system:  Former  Peace 
Corps  Volunteers 


oipt  Volunieers  , 

^clLaries  of  records  in  the  system:  Records  mamtamed  contam 
aO  meScal  histories  of  former  Volunteers. 


Pence  Corps  Act,  22 


Antharhy  ior 

U.S.C.  2501  et  seq.  ,  .  ^  _ 

y,  iH,i,  MM  cf  leriMvte  imdiilahied  In  the  syteem,  Indndfcsg  catego- 
of  each  mm:  The  contents  of  these 
^^rbTSctosSdm  follows:  To  the  Office  of 
S^tos"cJrTOsSi  teD^irtmerit  of  Labor  in  coon^tion 
^Sj'SdJS^aEdSiler  the  Federal  Employees  Compensation  A^ 
Pogdes  and  practfocs  for  storing,  retrtevfsg,  noeeadng,  rstaining, 

mmI  dtenosfcm  of  records  in  the  sytem: 

Ttnrmit-  Files  are  maintained  in  folders  in 
^^SrSSedSring  off-duty  hours,  and  in  a  building  with  24  hour 

“SSiiSbi:  FUes  are  retrieved  alphabetkafly  by  last  nmne. 

s^Mmvda:  Records  in  the  system  are  ava^We  ^  •P' 
Sategiisrua;  Office  of  Health  Services  and  other  ap- 

SSJSS  ACTION  having  a  need  of  such  records  in  the 

n^onmuice  of  their  official  duties. 

^Lmlon  and  dispoaal:  S^t^eSS 

.1^  vnhiiUeer  terminates  and  are  then  reureo^  lo  _  _  ^  . 

Slo^ScSerfllSlS^  Records  Center  retains  the  record  fw 
SSS^Sire^  then  destroys  them.  In  adation  n^  x-«ys  ^ 
r^bLiMl  for  five  years  and  then  destroyed. 

S^ymS  deployed.  AH  record,  are  destreye^ 

^'^^S^STSSe  of  Health  Servicea/ACTION  1735  Eye  Street. 
N  W  Washington,  D.C.  20525. 

who  have  or  exami^ 

SlSnST^Pence  Corps  medical  personnel.  3.  IndnnduaU  who 
are  the  subjects  of  the  record*. 

ACTION/ AF— 2 

Svstem  nm«:  Travel  Authorizatioo  File— ACTION/^ 

..  ^ Fiscal  Services  Division/ AdminktratioD  a^ 
FiSS^AOTSTsi^SLec^  Ave..  N.W..  Wadungton.  D.C. 

^^^Lgorfca  of  MKIduala  covered  1^  the 

eiScw^oluiiteer  or  person  mvited  to^el  for 

^  ^  racovA  to  tha  mtesm:  Rlea  cotmte  of  oop«^  « 

ot^lredMvel  authorizatioris.  travd  vou^i,  «*ord8 

MySS.  and  other  mnteriab  related  to  official  traveL 

lor  mdntemmoc  of  the  eyetenu  The  Domestic  Volimteer 
im.  42  ILS.C.  4951  et  seq.  ^  the  P^ 

Vic r'  -jm!  et  sea  •  The  Budget  and  Accounting  Act  of 

-.1 Fcd»-  CU» 

CoOeetkm  Act  of  1966.  .  .  -  _ 

srs^ssrviss: 

md  file,  nay  tai  utti  M 

Department  of  Treasury  which  rece^  a  copy  <rf  the  tra 
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voucher  forwaitJed  with  the  Voucher  and  Schedide  of  Payment 
(SF-1 16)  fo*"  forwardmg  to  the  payee.  .  .  . 

Policies  and  praetkca  lor  slarint,  retrieviiig.  aeccaslBg.  retaliiing, 
Md  dhi"*-***  ol  records  la  the  sjrtaou  ^  ^ 

Ommc:  Files  are  maintained  in  ffle  folders  in  filing  crfju^ 
bar  locks,  key  locks  or  manipulation  proof  combination  locks  when 
not  in  immediatel  use. 

RctrfevabiUty:  Files  are  indexed  alphabeticany  by  last  name, 
fonnance  of  then  duties. 

_ _ _  ^  dispoaal:  Records  are  held  for  three  ye^  and 

Federal  Rec^  Center  in  accordance  with  General 
Accounting  Office  instructions.  _ 

FiMPce/ACnON  1735  Eye  Stm*.  N.W.. 
Washington,  D.C.  20525. 

B^nrd  source  catcaorlcs:  Data  in  this  system  u  obtained  f^ 
forms  submitted  by  individuals  engaging  in  official  travel,  and  other 
action  employees. 

ACTION/ AF— 3 


Svslem  rn - ACTION  Employees  Occupational  Injury  and  Illness 

Reporte-ACnON/AF 


infenn^ in  tine  ffleTSTnot  be  routinely 

agency  since  roost  routine  uses  will  have  to  personal 

S^Snance  within  ACnON.  Thb  u  a  computerized  file. 

Polides  awl  practices  lor  storing,  retrieving,  accesring.  rctainfaig, 

Hid  dhposhw  of  records  In  the  sytesn:  . .  .  . 

Stor^.  The  Records  herein  are  stored  on  magnetic  tape  which  is 
kept  in  a  locked  room  when  not  in  use 


mt  m  a  locKeo  room  wiwi  .  ..  .  ^ 

Kctrievhbillty:  Records  are  retrieved  by  five  digit  operator 
number. 


Repeats— AUin-WTi/ru-  j  n 

System  location:  Maintained  at  Headquarters,  ACTION  and  aD 
ACTION  Domestic  Regional  Offices  ««- 

ratssni^-  ol  huhvldnab  covered  by  the  syriem:  ACTION  em¬ 
ployees  who  have  had  job-related  injuries  or  illnesses. 

*^l^|lories  of  records  in  the  system;  Reporte  of  o^**""*!  “Ju¬ 
ries  and  illnesses  and  medical  reports  with  respect  thereto. 

Authority  lor  maintenance  of  the  system:  The  OccupatK^  Mety 

«id^^  Act  of  Execujre  O^  SSaS^ofHSS^ 
Compensation  Act  RegulaUons  of  the  U.S.  Department  otLaw 

Buy-tw  flf  records  maintained  far  the  system,  inchi^ 
and  UnpSpo**  «*  ■«*  Occupado^ 
reporu  are  nlSE^ 

.tadsticri^ta  required  by  the  following 

I^Sati^Department  of  Lalw;  Office  of  Workers  Compensa 

tion  Programs,  the  Department  of  Labor.  _ ^  .  ■ 

Policies  and  practioes  lor  storing,  retrieving,  accessing,  rrtammg. 
ai-pnatug  of  records  in  the  sytem: 

Stori«e:  Files  are  maintain^  in  frdders  in  metal  file  cabmets  with 
manipulation  proof  comlrination  lock. 

RcCiievabttity:  Records  are  indexed  in  alphabetical  order. 

Safeguards:  Records  are  available  oj^to 
haviijn^  for  such  records  in  the  performance  of  their  official 

duties.  •  t 

n.trBrinn  and  cHspoeal:  Files  in  this  system  are  rrta^  for  a 
neriod  <rf  five  years  following  the  calendar  year  to  which  ^ 
and  then  destroyed  by  burning  or  shredding  m  accordance 

with  standard  procedures.  i.k  c-r 

^  .  -  ■■■n-rrfTl  and  address:  Director.  Office  of  Health  Sct- 
vi^,^*ACnON  806  Connecticut  Avenue.  N.W.  Washington. 

source  categories:  Information  contained  “ 
olSSd  from  the  following  categories  of 

tave^fered  a  work-related  illness  or  mjury  ACnON  Sup«vw 
ZZZcl  Medical  pe^ 

Wknesses  to  an  accident  or  occurrence  giving  nse  to  a  ciaim. 
ACTION- AF— 4 

P  name:  Date  Entry  SUtistics  of  Keypunch  Opera- 

tors-AcflON-AF  ^  _ 

System  iacatiou:  Office  of  *«*  Computer  Services 

Pnininount  Building  Washington.  D.C.  20525 
luavld.*  — by  tt. 
action  vriio  are  Data  Entry  Operators 

^iI^.I««rd.i.tiw.y-.«mJ^ 

mg  such  infonnation  as  key  stroke  and  error  rate. 

arnmultv  for  iii' - of  the  syriem;  Domestic  Volunteer 

yi^^A^VtlSni  42  U.S.C.  4951  et  soq.;  and  the  Peace  Corps  Act  22 

U.S.C.  2501  et.  seq. 


Ssfeguards:  The  material  on  these  tapes  is 
oi^toPt^rammers  and  Systems  Analysts  m 

Services,  ft  U  coded  as  to  be  urmv^^^^ 

mid  disposal:  Records  are  maintain^  ii^initelj^ 
piJSS^ual  woSoad  statistics.  Record  copy  kept  m  operations 
^vision  for  armual  workload  figures. 

„  .  .  - mid  addrem:  Deputy  Director  for  Data 

Processing.  ACTION,  Paramount  Budding.  1735  Eye  Street,  N.W., 
Washington,  D.C.  20525. 

Record  sourre  categoefas:  An  automatic  counter  on  each  machine. 
ACnON-AF— 5 

System  nmnr.  Peace  Corps  Applicant  and  Trainee  Medical  Histo- 

SysLn^tooLon:  Office  of  Health  Services;  ACTION;  n35  Eye 
Street,  N.W.,  Washington,  D.C.  20525 


treet,  W.W.,  wasinagwu, 

Catetartas  of  Individuals  covered  by  the  syriem:  Applicants  for 
p^^iceCorps  and  Peace  Corps  trainees. 


sace  corps  ana  reacc  •  .u- 

Categories  of  records  hi  the  system:  Records  mamtained  m  this 

system  consist  of  medical  histories.  .  . 

y^uthorlty  lor  maintfnance  of  the  system:  The  Peace  Corps  Act.  22 

U.S.C.  2501  et  seq.  _ 

p„..«w  uses  of  records  mrintained  In  the  system,  incliidlag  ca^ 
IhTpwposes  of  such  usem  Tbe  ^^tents  of  these 
records  and  files  may^clSsdosed  and  used  as  follows:  1.  Infor^ 
S^s^tem  Ly  be  provided  to  medical  per^l  engaged 
in  treatment  of  the  individual  to  whom  the  record  perils  upon 
^JSTdtiati^  where  it  is  not  feasible  to  obtam  the  consent 
^such  individual.  2.  Information  wiD  be  given  to  a  °f 

whom  the  record  pertains. 

Polides  and  practiGes  lor  storing,  retrieving,  accessing,  retaluiug, 
SBid  of  records  in  the  sytem: 

Files  are  maintain^  in  folders  in  metal  filing  cabinets 
with  manipulation  protrf  combinatum  locks. 

Rotiievriiility:  Records  are  maintained  in  alphabetical  order. 

-  -  — Records  in  this  system  are  available  only  to 

Office 

for  such  records  in  the  performance  <rf  their  duties. 

Reteufiou  and  disposal:  Records  of  applkmi^^^ 

t.ninrr.  aT«  retaiii^  for  one  year  and  destroyed.  Kecoros  oi 
trainees  who  do  not  become  volunteers  are  retained  for  two  years 
Sd^^troyed.  Records  of  Pem*  Corps  v^unt^acron^ 
Se  volunteers  overseas  and  iqion  termmatioo 
is  reSS  to  the  Federal  Records  Centw  and  destroyed  after  50 

years  in  accord  ,withite  schedule  by  burning  and  shreddmg. 

^  .  -  - mid  Director,  Medical  Screening  a^ 

of  Health  Services.  1735  Eye  Street.  N.W. 
Washington,  D.C.  20525.  .  ,  .  .  • 

Record  soine  categories:  Information  contain^  m  “ 

obtained  from  the  following  sources:  1.  The  mdivK^  ap^cant  or 
trainee  2.  Physicians  and  other  medical  persormd  i^Jtove  ex¬ 
amined  or  treated  the  individuaL  3.  Personnel  m  the  Office  of 
Health  Services. 


ACnON-AF— 6 

Sniem  Domestic  Volunteer  Applicant  Psychiatric  Report 

System— ACnON-AF 

System  Office  of  Health  Services/ACTTON  1735  Eye 

StrwrtTN.W.,  Washingtoo.  D.C.  20525. 

rmiiinrirf  cf  tadWdmds  covered  by  the  syriem:  ^y  persmi 
.  BfwJied  as  a  volunteer  in  an  ACTION  domestic  prograrnwho 

ry  of  psychiriiic  treatment 
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Calcgoriec  <4  noardli  la  tlM  ajalMB:  The  lecofxis  maintained  in  this 
system  consist  oi  histories  of  psychiatric  or  psychological  treat¬ 
ment 

Aathorlty  for  maialeBaaoc  of  the  systcau  Domestic  Volunteer  Ser¬ 
vice  Act  of  1973  42  U.S.C.  4931  et  seq. 

Roadac  asss  of  tecostis  nnalataiaed  la  the  syataa,  hwladhn  catego¬ 
ries  of  oscrs  aad  the  purposes  of  each  uess:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  (a) 
Psychiatrists  or  clinical  psychologists  when  necessary  for  treatment 
of  the  individual  to  whom  the  record  pertains.  To  tte  extent  prac¬ 
ticable  such  disclosures  wOl  not  be  nnde  without  the  approval  of 
such  individual,  (b)  The  existence  oi  these  records  but  not  their 
contents  may  be  disclosed  to  designated  oiticen  and  emfdoyees  of 
other  agencies  and  departments  of  the  Federal  Government  aitd  the 
District  of  Columbia  Oovemmeat  having  an  interest  in  an  individual 
for  employment  purposes  including  a  security  clearance  or  access 
detenniiution. 

Pottcles  aad  practices  for  storlug,  retrieving,  aocesshig,  retahdng, 
aud  of  records  hi  the  qrScau 

Storage:  Records  are  maintained  in  file  folders  in  metal  filing 
cabinets  with  manipulation  proof  coipbination  locks. 

Rctrievalittity:  These  records  arc  maintained  in  alphabetical  order. 

Safeguards:  Records  are  available  only  to  personnel  of  the  Office 
of  Health  Services  having  a  need  for  such  records  in  the  per¬ 
formance  of  their  duties. 

Retention  and  diipoaal;  Records  of  applicants  who  do  not  become 
volunteers  are  des^yed  at  the  end  cd  two  years  by  shredding  or 
burning.  Records  of  applicants  who  do  bectHne  vohmteers  become 
part  of  the  volunteer's  medical  frdder  and  afe  retained  in  the 
Federal  Records  Center  and  destroyed  in  accordance  with  this 
regulation. 

System  managtrCs)  and  address:  Director.  Medical  Screening  and 
Services  Division  Office  of  Health  Services/ACTION  806  Connec¬ 
ticut  Avenue,  N.W.  Washington.  D.C.  20323. 

Record  source  categories:  Information  in  tins  system  is  obtained 
from  the  following  sources:  Category  of  Sources:  1.  Individuals 
who  are  subject  to  the  records.  2.  Physicians,  psychiatrists  and 
psychiatric  mWical  personnel. 

ACTKM4/AF— 7 

*?jBtem  nanee:  Classified  Docuntent  Security  Violation 
File— ACnON/AF 

System  locatioa:  Facilities  and  Pr(^>erty  Management  Division  Of¬ 
fice  of  Administrative  Services/ACTION  806  Connecticut  Avenue, 
N.W.,  Washington.  D.C.  20323. 

Categories  of  ladhiiluale  covered  by  the  ayatem:  Any  ACTION 
employee  responsible  for  using  or  taking  care  of  classified  docu¬ 
ments. 

Categorlm  of  records  hi  the  syetern:  Records  maintained  contain 
information  about  security  viotetions  and  the  handling  of  claaoified 
documents  in  the  National  defense  of  the  United  States,  copies  of 
notices  sent  to  employees,  and  action  taken  with  respect  to  such 
violations. 

Authority  for  amfutaumoe  of  the  eyetem:  Peace  Corps  Act.  22 
U.S.C.  2301  et  seq. 

Reuthu  uses  of  records  amhdaiBed  hi  the  syeton,  hwluifhig  categ^ 
rks  of  asara  aud  the  purposes  of  such  uses:  hdormation  in  this 
system  may  be  used  and  disclosed  for  routine  uses  noted  in  para¬ 
graphs  1  and  2  of  the  Preliminary  Statement 

Pollcim  aad  praclicm  for  storing,  ritrhvlng,  aoocaahv,  retahdag, 
and  dIapaaMg  of  rocarih  hi  the  sytem: 

Storage:  Files  are  maintained  in  a  safe. 

Retrievahfilty;  Records  are  indexed  in  a^ihabetical  order. 

SafagaardK  Records  in  this  system  are  available  only  to  ACllOTl 
employees  having  a  need  for  such  records  in  the  peifomumcc  of 
thf^  duties. 

Rotontiaa  ami  dfspoaal:  Records  are  ktpf  for  three  shears  and  dien 
destroyed  by  shredding. 

System  amnagtrfs)  and  edihnem-  Cheef,  Facilities  Property 
Management  T)iviaion  Administrative  Servicea  Diviaion/ACTION 
806  Connecticut  Avenue,  N.W.,  Washington,  D.C.  20523. 

Becard  ssurea  categarlas:  Information  obtained  from  individuab 
allegedly  committing  a  security  violatioo  and  seciuity  bidldiag 
guards. 


ACnON/AF— 8 

System  name:  Grievance.  Appeal  and  Arbitratioii — ^ACTION/AF 

Syatem  locatinn;  Labor  and  Employee  Relations  Division  Office 
of  Personnel  Management/ ACTION  806  Connecticut  Avenue, 
N.W.,  Waslungton,  D.C.  20323. 

Categ^ee  of  hirth'hhiale  covered  by  the  syatem:  Any  individual  in¬ 
volved  in  a  grievance  or  grievance  appeal  or  who  has  filed  a  com¬ 
plaint  with  the  Department  of  Labor,  Federal  Labor  Relations 
Council.  Federal  Mediation  and  Conciliation  Service,  or  similar  or¬ 
ganization. 

Categories  of  records  in  the  system:  This  system  contains  copies 
of  petitions,  complaints,  charges,  responses,  rebuttals,  evidentiary 
material,  briefs,  affidavits,  statements,  records  of  hearings  and 
decisions  or  findings  of  fact  with  respect  thereto  and  incidental  cor¬ 
respondence  regarding  complaints  and  appeals  with  respect  to 
grievances  and  arbitration  matters. 

Authority  for  mshUmsTf  of  the  sytoem:  The  Peace  Coq>s  Act,  22 
U.S.C.  2301  et  seq.  and  the  Domestic  Volunteer  Service  Act  of 
1973,  42  U.S.C.  4931  et  seq.  and  provisioos  of  the  Federal  Person¬ 
nel  Manual. 

Routhie  nacs  of  records  malnlained  hi  the  system,  Inclodlng  catego¬ 
rlm  of  users  sikI  the  purposes  of  such  uses:  The  contents  of  th^ 
records  and  files  may  be  disclosed  and  used  as  fcdlows:  1.  To  the 
Civil  Service  Commusion  on  request  in  conjunction  with  any  ap¬ 
peal  or  in  conjunction  with  its  official  duties  with  regard  to  person- 
nri  matters  and  investigation  residing  conqdaints  ^  Fede^  em¬ 
ployees  and  applicants.  2.  To  designated  officers  and  employees  of 
othm  Federal  agencies  conducting  investigations  of  an  individual 
for  the  purpose  of  granting  a  security  clearance  or  access  deter¬ 
mination.  a^  having  a  ne^  to  evaluate  qualifications,  suitability, 
and  loyalty  to  the  United  States  Government  in  connection  with 
employmenL  3.  In  the  event  of  any  indication  of  any  vioiatkm  or 
potential  vkrfatioo  of  the  law,  whette  civil,  criminal,  or  regulatory 
in  nature,  and  whether  arising  by  statute  or  be  r^ulatkm,  rule  or 
order  issued  pursuant  thereto,  tte  relevant  records  in  the  system 
may  be  refen^,  as  a  routine  use,  to  the  appropmte  Federal  ag^ 
cy,  charged  with  the  responsibility  of  investigating  or  prosecuting 
su^  vi^tion  or  charg^  with  enforcing  or  implementing  the 
statute,  rule,  regulation  or  order  issued  pursuant  thereto.  Such 
referral  shall  also  include  and  be  deemed  to  authorize,  (1)  any  and 
an  appropriate  and  necessary  uses  of  such  records  in  a  court  of  law 
and  before  an  administrative  board  or  hearing,  including  referrals 
related  to  probation  and  parede  matters,  and  (2)  such  other  inter¬ 
agency  referrals  as  may  m  necessary  to  carry  out  the  receiving 
agency’s  assigned  law  enforcement  duties,  provided,  however,  that 
in  the  event  ^  a  request  for  records  in  tldt  system  from  a  Federal 
agency  for  a  dvil  or  criminal  law  enforcement  activity,  authorized 
by  law,  the  record  shall  be  diaclosed  only  upon  written  request 
signed  by  the  head  of  such  agency  or  instrumentality  spcctfying  the 
particular  portion  desired  in  the  law  enforcement  activity  for  which 
the  record  is  sought.  4.  To  designated  hearing  examiners,  arbitra¬ 
tors  and  third-party  appdlate  authorities  involved  in  the  hearing  or 
appeal  processes. 

FaHclm  and  practicm  tor  atartig,  retileviBg,  aeecsriag,  rtfalniBg, 
and  dhpming  af  lecerds  In  the  qrtem: 

Storage:  Records  are  maintained  in  folders  in  metal  file  cabinets 
with  tfam  way  condrimtioo  locks. 

ReUrlevahaity:  Records  arc  indexed  in  alphabetical  order. 

SatevnadB  Records  in  the  system  are  available  only  to  ACTION 
otRckib  having  need  for  such  records  in  the  performance  of  their 
officud  duties. 

Rrilintinn  amd  dhposM:  Records  are  retained  indefinitely  in  the 
files  of  the  Labor  and  Engtloyee  Relations  Dhision 

Sjfstoai  nautognfs)  and  adihem:  Chief,  Labor  and  Employee  Rela¬ 
tions  Division  Office  cf  Fmormel  Management/ACTION  806  Con¬ 
necticut  Avenue,  N.W.,  V/ashington,  D.C  20323. 

Reoerd  aaaroe  catogorim:  Information  contained  in  the  system  is 
obtained  fiom  the  following  categories  of  sources:  1.  ACTION  em¬ 
ployees.  2.  M^tnesses  to  any  occurrence  givaig  iIm  to  a  grievance, 
app^  or  other  action.  3.  Hearing  recorda  and  affidavits  and  other 
documents  used  or  usable  in  connection  witii  such  hearings. 

ACnON/AF— 9 

Siyatom  maama:  Domestic  Volunteer  Appeal  Rfe— ACTION/AF 

Sjntom  Igcatti:  lAbor  aad  Employee  Relations  Division  Office 
of  DBrsoraael  Managtanent/ ACTION  806  Coonacticut  Avenue, 
N.W..  Waafan^lon.  D.C  20323. 
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CatefriK  ti  MKUMb  cmuU  kv  - 

a»  vohmteen  in  ACTION  doniestk  f ***??« 
•ny  tenninatinq  such  volunleer  or 

affecting  such  individual  selected  ^  ****  Agency 

^vSmeeiT'LIS'*-  •pplica- 

records,  docuinenn.ry 

,  and  records  of  resulting  actiom!^^”***^  ''weoce,  determinations 

Aighati^  lar  ■atateaaMc  of  —  xu^  r» _  . 

Service  Act  of  1973.  42  U.S.C.  4951^?aeJ  ^  *>»nestic  Volunteer 

recoi^  may  be  used  a^  dbudoaed  asTS.tII^i®T^  ^ 
any  mdication  <rf  any  violatioo  or  iJ’  **** 

'‘'•‘ether  dvfl,  crimiiial  or  ''•°****®"  ^  law, 

by  sutute  or  reguUtion.  '‘'betber  arising 

relevant  records  in  the  system  mav  he  thereto,  the 

tbe  appropriate  “*• 

mvestigating  or  piosecutkj  su^h^SSi^ 
mg  or  implementiiw  the  sutute  niU**^^L!T  ‘*“'**‘1  'mth  enfoic- 
pursuant  thereto  Such  referral  «h«n^’  «»t^tioo  or  order  issued 

records  in  a  court  of  law  decenary  uses  of  such 

bearing,  includins  referrals  administrative  board  or 

and  (2)  such  int^ienc^HiL^?***®”  matters. 

provided  however,  that  in  the  event  mrforceinent  duties, 

system  from  a  Federal  asencv  records  in  this 

ment  activity.  aut^ed^Uuf^  enforce 

upon  written  reqlST^  ^  **  «>y 

?^bdity  specifying  S^SiS?  ^■ 

forcement  activity  for  which  the  rec^SuITJoiS^  «  tte  law  en- 

aad  practices  for  storte  „iiii  i  _ _ 

and  dkpuiiag  of  rooords  in  the  sytem:"**^*^"**  retahdog, 

w5:SS.«T;^SrS''  *»  '•**«»“««-  file  cbtom 

R^,  a«  tod«„|  i.  rfpl«toe«cal  <tofcr. 

«<Moyee,  of  the  Ao^y  gcgeraily  avaibble  only  to 

performance  of  th^^uties.  ***  records  in  the 

3  years  and  th^^rSi^  to  ^  maintained  for 

tion  in  accordance  with  regulatioas.  ccords  Center  for  disposi- 

bons  Mvision^Off^^ *^*’°*^  ^  Employee  Rela- 
necticut  Avenue,  N.W.  WadSIJtoli.^DS^SS^^^®^  ^  ^ 

froeTS?  fXlSi^SSlS-  obtained 

officials.  3.  OfSidT^  tramees.  2.  ACTION 

with  personal  knowledge  ^bidivkhials 

any  appeal.  occurrence  which  are  the  subject  <rf 

^  ACTK)N/AF— 10 

»  — Enqiioyees  Indebtedness  Files— ACnON/AF 

o'  “vi-io-  Otiice 

N.W.,  Washington,  D.C.  20525  Connecticut  Avenue, 

fora^  ^  ■3'^'“  ftesent  and 

which  are  pitma^^r^^!!!JS!!^!,^  contains  records 

of  ACTION  employees.  indebtedness 

cy  s  response  to  the  employ«^iS5S^^^,If^^P*^’  ^ 
correspondence  and  i^arSs  relS^^^Sl!^  admmistrative 
«nploj^  re«>lvingthe  ind«S&.  if^SSr^^*^  ^ 

U.S.C^i*Tt  lej”ll!d  th^nSSr^v?*  22 

1973.  42  use.  JSl  SUo^uS^T^  Vrduntew  Service  Act  of 
aonnel  Manual  and  the  F^imi  pso^ions  of  the  Federal  Per- 
indebtednesr  reUting  to  employee 

•*  aad  ^  'Jj*  Incbidhig  cateao- 

fie.  u^y  ^  to"'?: 


AcnoN 


daatgnated  officers  anrf  emkwMit  nt  -- 

menu  of  the  Federal  k  ■®«»cies  and  dqiwt- 

dividual  for  employinent  purposes  incite**  *”  “  an  in¬ 
access  determination  aiid*a*n^’  *  *®®**"*y  clearance  or 

^ty.  and  loyaltV  to ’tteUnitSst^ 

of  any  mdication  of  any  violation2^LS^f??^  **•  *”  **** 
^bether  civil,  criminal.  or^^SSJiS  **“  '•*'• 

by  statute  or  by  regulatioo^ute^2w^l5^  whether  arising 
tbe  relevant  recorS^  the’  system  thereto. 

tte  appropriate  Fedct^A»ency^chaiS*^dti’  £  *  "****“' 
buity  of  mvestigatins  or  the  responsi- 

«tJoremg  or  implSntir5ftr^Str*^|r^Sl!2," 

»«ed  pursuant  thereto  &ich  n22i’  "Jz n  **«**••**»  or  order  is- 
deemed  to  aurtwytojyf  /i^  ^  *^“***  “ball  alro  include  and  be 

records  in  ’a  court  of  l2^S°boS^“^  “»« 

board  or  hearing,  indudiiw  refenSk  ?“  admmistrative 

matters,  and  (2)  such into^Senev^^J^**”"  ^ 
aary  to  carry  out  the  receivms  reforals  m  may  be  neces- 

dut^.  provided  bowe^Ttiff  enforcement 

J^'^**"*  activity.  autiSS^i  Se^S^"*lS^lI^ 

Ofdy  upon  wntten  request  smn^  5  disclosed 

strumentality  specifviiw  a®ency  or  in- 

•ctivity  for  which*S?SSidiI^2|£*^  in  the  law  en- 

reWe^blTaeceadii,.  .  .  ■_ 
,"r^j  ».  i«fcx.d  to 

^^*lUbOT  and  °***^  *°  person- 

officials  havins  a  ^^  *^**°"  “d  other  ACTION 

official  dut^  “*be  performance  of 

basis.  Any  record^^M^to*  w^h  **il***u  °°  *  bi-annual 

destroyed  at  such  time.  “  ™  problem  has  been  resolved  are 

tions  DivSmi^^Wi^** Employee  Rela- 
Connecticut  Avenue.  N.W..  806 

foItoSrjS^JSJJ,  “  obtained 

Payees.  2.  Ein^ees^^^C^ SS^icilis^***^  creditors  of  em- 

c-  .  ACnON/AF— 11 

yi^  name;  ACTION  Travel  Files— ACTION/AF 

^  Adniinistotive^^Smd^>^7^lJ™2^°7^*^  Wvision  Office 
N.W.,  Washirigton,  D.C.  20525  Connecticut  Avenue, 

Categories  of  fanlivlduais  mvMwi  t.. 

employee,  voluntoeTroowiltant  coo^?*  “yriw  ACTION 
travels  on  agency  bushSL.  ’  or  other  individual  who 

^?Sl£rizati2*itinJ!i^  "^*«ined  contains 

^  a^  passport  uSS^fra 

and  other  travel  related  material.  “teiuded  for  overseas  travel. 


,**d  peacticts  for  storfag,  letrievhw 

ami  d^mste,  of  ,,eewth  te  the 

«  ^tained  in  Itey  lod^ 

by  name  in  ac- 

ffe,  l>oinestic’vohinteer  tStri*^’J5^  volunteer 
and  mvitational  travel  *“d  consultants,  experts 

Records  are  available  onlv  to  . 

of  Triivel  and  Transport^  »«*»**•. 

^Kiab  of  ACTION  wSTnredTfra 

formance  of  their  dS»  “eed  for  such  records  for  the  per- 
tb^^Wri  2d  TlKSitSSToi^i^  “*  maintained  in 
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^alm  mamatfrM  Chief.  Tkavd  and  Thm^portation 

Divisioa  Office  of  Admimstntive  Services  ACTION.  806  Coonec- 
ticvt  Avenue.  N.W..  Washington.  D.C  20S2S. 

■econl  aonrca  cateamiae;  Infonnation  is  obtained  from  the  fol¬ 
lowing  cat^ories  of  sources;  Individual  travellers  ACTION  em- 
jdoyees 

ACnON/AF— U 

l^jralcni  Mone:  Accounts  Recdvrtde  (Collection  of  Debts  Record 
and  Claims  Record) — ACTION/ AF 

Sjralan  locatjen;  Fiscal  Services  Division/ACTION  1733  Eye 
Street.  N.W..  Washingtoo,  D.C.  26323. 

ralagnrka  at  hidlvIdualB  covered  by  the  tyatmn:  Any  person 
whether  vendor  or  volunteer,  or  empk^ree  of  ACTION  as  wdl  as 
former  vcdunteers  and  former  emidoyees  al^edly  erroneously  over¬ 
paid  by  ACTION. 

Categories  at  leoordi  in  the  eyeSenu  This  system  contains  the  fol¬ 
lowing  categories  of  records:  1.  Register  of  debts  claimed.  This 
record  consists  of  names  and  addresses  of  individuals  who  are  in¬ 
debted  to  ACTION  including  the  date  of  the  debt,  a  claim  number, 
the  amount  of  the  debt,  and  the  date  the  debt  is  pcud  if  that  has  oc¬ 
curred.  2.  Claim  Record  Card.  This  record  consists  of  the  same  in¬ 
formation  in  shorter  form  as  that  contained  in  the  Register.  3.  File 
Folders.  This  record  consists  of  the  initial  biDtng,  follow  up  letters 
(or  collection  of  debt  and  related  correspondence  together  with  a 
copy  of  the  check  or  checks  paying  the  debt  if  that  has  occurred. 

Authority  for  mahitmaan  of  the  systcau  The  Peace  Corps  Act,  22 
U.S.C.  2301  am]  the  Domestic  Volunteer  Service  Act  of  1973.  42 
U.S.  4931;  The  Budget  and  Account  Act  of  1930.  In  addition  to  the 
above  two  Acts  granting  general  powers  of  management  to  the 
Director  of  ACTION  there  are  additional  Federal  statutes  requiring 
and  permitting  the  administrative  settlement  of  claims  by  agencies. 

Routhw  uses  of  records  msintainrd  in  the  system.  Inchidhig  catego¬ 
ries  of  users  and  the  purposes  of  such  usas:  Records  in  this  system 
may  be  disclosed  in  the  following  circumstances:  To  the  General 
Accounting  Office  (GAO)  for  cases  of  administrative  error  amount¬ 
ing  to  over  200  dollars  of  overpayment  and  situations  in  which  the 
ageiKy  has  been  unable  to  coDect  such  debt.  Disclosure  will  also 
occur  in  which  the  agmy  requests  a  waiver  for  error  caused  by 
overpayment  of  salary  in  excess  to  300  dollars. 

PoUda  and  practkes  (or  storing,  retrieving,  acecaaing,  retainhig. 
and  dlspoahig  of  records  hi  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  files  cabinets 
with  manipulation  proof  combination  lock. 

Retrlevability:  Records  are  indexed  in  alfdiabetical  order. 

Safeguards:  These  records  are  available  only  to  officials  of  AC¬ 
TION. having  a  need  for  such  records  in  the  performance  oi  their 
official  duties  and  for  the  routine  uses  listed  alwve. 

Retention  and  dhpoaal:  These  records  are  maintained 'until  the 
settlement  of  a  claim  and  then  retired  to  the  Federal  Record  Center 
to  be  destroyed  in  acemnd  with  their  schedule  of  destruction. 

System  managetfs)  and  address:  Chief.  Rscal  Services  Divi- 
sion/ACnON  1733  Eye  Street.  N.W.,  Washii«taa.  D.C.  20323. 

Reeord  source  categories:  Infmmation  contained  in  the  system 
was  obtained  from  the  following  cteegories.  of  sources:  Domestic 
R^ional  Offices  Peace  Ckxps  Ckiuntry  Posts  Headquarters  Payroll 
Office  Employees  ot  ACTTION  having  knowledge  of  the  facts. 

ACnON/AF— 13 

System  nanw:  Peace  Corps  Trainee  and  Volunteer  Personnel  and 
Pay  Record — ACTION/ AF 

System  ?  ACTION.  Volunteer  Services  Section,  Adminis¬ 

tration  and  Finance,  806  Connecticut  Avemie,  N.W.,  Washinqton, 
D.C.  20323. 

Categories  of  tadlvidnals  covered  hy  the  system:  Any  person  ac¬ 
cepted  as  a  Peace  Corps  Trainee  or  Vrrfunteer. 

Categories  of  records  hi  the  system:  Individual  trainee  ^  volun¬ 
teer  files  contain  the  following  information  about  the  particular  per¬ 
son;  Permanent  Address,  Social  Security  Number,  Birthcfade, 
Marital  Status,  Description  of  Peace  Corps  Service,  Location  ci 
Peace  Corps  Service,  Change  of  Address,  W-2  Forms,  Base  Salary, 
Oath.  Educational  Levd,  Next  of  Kin,  Designation  of  Beneficiary, 
Termination  Documents,  Trainee  Registiation  Form,  PayroO  Card 
containing  payments,  allotments,  withdrawals  and  related  records. 

Aulharlly  far  mainteneaaee  of  the  tyattmz  Peace  Corps  Act.  22 
U.S.C.  2301  ct  seq.;  Budget  and  Accounting  Act  of  1930. 


lies  of  naevB  ami  the  pmTpmra  of  such  mes:  Contents  of  these 
records  and  f3es  may  be  disdosed  and  used  for  routine  uses  con- 
tamed  in  tile  Preliminary  Statement. 

lnOSCB0S  ^BO  pWCDOCB  aim  SN^^H^g  p 

and  dhpodhig  of  reoonb  hsthe  tjdan: 

Storage  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
manipulation-prorrf  combination  locks  when  not  in  immediate  use. 

Betrievahility;  Records  are  indexed  in  alphabetiod  order. 

Sadegansds:  Records  in  the  system  are  avadable  only  to  ap¬ 
propriate  oABdab  of  ACTION  with  the  need  for  access  to  such 
records  for  the  petfonnance  of  tiieir  duties. 

Rstfidinn  and  rlapoaal:  Records  in  this  system  are  maintained  in 
the  office  for  two  years  and  are  then  retired  to  the  Federal  Records 
Order  where  they  are  retained  for  seventy  five  years.  After  tins 
period,  they  are  dmtroyed  by  burning  or  slseddmg. 

System  naamigcrfs)  sshI  addraas:  Chief,  Volunteer  Services  Sec- 
tioo/ACnON  806  Cormecticut  Avenue.  N.W.,  Washingtoo,  D.C. 
20323. 

Record  aoaaec  categories:  Information  supplied  by  the  vedunteers 
and  references  suggested  by  him. 

Acnmf/AF— 14 

System  mane:  Theft  of  Eni|doyee  Property  File — ACTION/AF 

System  locathas:  Facilities  and  Property  Management  Division  Of¬ 
fice  of  Administrative  Services,  ACTION  806  Connecticut  Avenue. 
N.W..  Washii«ton.  D.C.  20323. 

Categories  of  indlvidiiab  covered  by  the  ayateau  ACTION  em¬ 
ployees  who  have  been  robbed  of  personal  or  government  property. 

Categories  of  records  ha  the  system:  Records  maintained  contain 
forms  fflled  out  on  the  theft  of  personal  and  Federal  government 
property. 

Authority  for  maiidmarr  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4931  rt  seq.  and  the  Peace  Ckxps 
Act,  22  U.S.C.  2301  et  seq.;  the  Budget  and  Accounting  Act  of 
1930. 

Routine  uses  of  records  mehatalncd  hi  the  system,  hschM^  ortego- 
ries  of  users  and  the  purposes  of  such  uses:  Those  contained  in  the 
Preliminary  Statement 

Polides  and  practioes  lor  stniing,  retrieving,  accessing,  retahshig, 
end  thapnaing  of  reconte  ha  the  sytem: 

Storage:  ITles  are  maintained  in  a  safe  with  combination  lock. 

Rcirievability:  Records  are  indexed  in  alfdiabetical  order. 

Salegaards:  Records  in  this  system  are  available  only  to 
designated  ACTION  employees  having  a  need  for  such  records  in 
the  performance  of  their  duties. 

RetentioB  and  dhpoaal:  Records  of  thefts  are  kept  for  three  years 
and  then  destroyed  by  shredding 

System  managrrfs)  and  address:  Chief,  Facilities  and  Property 
Management  Division  Administrative  Services  Division/ACTION 
806  (Connecticut  Avenue.  N.W.,  Washington,  D.C.  20323. 

Record  source  rategorhs-  Data  in  tins  system  is  obtained  from  the 
following  cat^ories  of  sources:  1.  ACTION  Employees  2.  Pcdicc 
rqwrts.  3.  Witness  statements. 

Acncm/AF— 15 
System  name:  Staff  Security  Files 

System  Personnel  Security  Office/ACTION  806  Connec¬ 

ticut  Avenue.  N.W.,  Washingtoo.  D.C.  20323. 

Categorise  of  hsdhidaah  covered  hgr  the  system:  (Current  and 
former  applicants  for  employment  in  ACTION.  Current  and  former 
Federal  employees  of  ACTION.  Individuals  considered  for  access 
to  classified  information  or  restricted  arum  and/or  security  deter- 
miTuttnfi*  as  Contractors,  employees  of  contractors,  experts,  in¬ 
structors,  and  consultants  to  Federal  programs. 

Categortes  of  recards  to  the  ayatame  These  records  comain  in¬ 
vestigative  information  regarding  an  individual’s  character,  con¬ 
duct,  behavior  in  the  oonaramity  where  he  or  she  lives;  arrests  and 
convictions  for  any  violations  against  the  law;  reports  of  interviews 
with  former  siqiervisors;  co-workers,  associates,  educators,  etc;  re¬ 
ports  abont  the  qualifications  of  an  individual  for  a  speciOc  posi¬ 
tion;  reports  of  toquhsea  with  law  enforcement  agencies,  former 
employers,  educational  institutions  attended;  and  other  simdar  in- 
formation  developed  from  the  above. 
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Aatkortty  for  OMiaiaiMMC  of  tke  rytua;  Executive  Order  10450 
Federd  Penonnel  Manual,  Chapter  731,  et  seq.  In  additioa  to  the 
provisions  cited  above,  there  are  various  acts  of  Caii9«ss  relating 
to  personnel  investigatioas  authorizi^  the  same  by  the  Civil  Ser¬ 
vice  Commission  which  responsibility  can,  under  Civil  Service 
Regulations  and  law,  be  delegated  in  whole  or  in  part  to  agencies. 

uses  ol  records  mainraiwrd  in  the  qntcm,  hicindfaig  catego¬ 
ries  of  nsers  and  the  per  poets  of  sach  aaes:  The  contents  of  th^_ 
records  and  files  may  be  disclosed  and  used  as  follows:  a.  To  the 
Civil  Service  Commission  as  a  part  of  the  central  CSC  perscmnel 
investigatioa  records  system,  b.  To  any  source  from  which  informa- 
tion  is  requested  in  the  course  of  an  investigation,  but  oidy  to  the 
extent  necessary  to  identify  the  individual,  inform  the  source  of  the 
nature  and  purpose  ci  the  investigation  and  to  identify  the  type  of 
information  requested. 

roMdes  and  practloes  for  storing,  rctrlevfaig,  accesshag,  retainiag, 
and  dispadag  of  rceords  hi  the  syteas: 

Stance:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
three  way  combinatioa  locks  in  a  room  which  is  locked  wiien  not  in 
use. 

Rctricvabilky:  Records  are  indexed  in  alphabetical  order. 

Safcgaards:  All  (rffidals  or  employees  having  access  to  such  flies 
are  required  to  have  an  aroropnate  security  clearance.  GeneraDy 
these  flies  are  availaUe  only  to  personnel  of  the  security  offlce  or 
to  agency  offlce  heads  or  other  agency  personnel  having  a  need  for 
such  flies  in  the  performance  of  their  duties. 

and  dtaposal:  Files  are  maintained  in  the  personnd 
security  office  for  three  years  after  the  termination,  death  or  retire¬ 
ment  of  an  employee,  or  for  the  same  period  of  time  after  con¬ 
sideration  of  an  applk^t.  Thereafter,  said  ffles  are  transferred  to 
the  Fedcaral  Records  Center  where  they  are  maintained  for  twenty- 
seven  years  and  then  destroyed  in  accordance  with  regulatkms  of 
the  General  Services  Administration. 

SysScai  managrr(i)  and  address:  Chief,  Persormel  Security  Office, 
Office  of  Persormel  Management,  ACTION,  Room  400,  806  Con¬ 
necticut  Avenue,  N.W.,  Washington,  D.C.  2052S. 

Rcoord  souree  categories:  Information  contained  in  the  system 
was  obtained  from  the  following  categories  of  sources:  a.  Apidira- 
tions  and  other  personnel  and  security  forms  furnished  by  the  in¬ 
dividual.  b.  Investitive  material  furnished  by  other  Federal  agen¬ 
cies.  c.  By  personal  investigation  or  written  inquiry  from  such 
sources  as  employers,  schools,  references,  etc.  d.  Neibors,  as¬ 
sociates,  police  departments,  courts,  credit  bureaus,  medical 
records,  probation  oAicials,  prison  crfficiris,  and  other  such  sources 
as  may  be  developed  from  the  above. 

Acncm/AF— 16 

Syston  name:  Voucher  Payment  Record  and  Schedules  (A  Payments 
File— ACnON/AF 

System  location:  Fiscal  Services  Division,  Administration  and 
Finance,  ACTION,  1735  Eye  Street,  N.W.,  Washington,  D.C. 
20525. 

Catagories  of  IndMdoals  ooverad  by  the  system:  Any  current  or 
former  ACTION  employee,  volunteer  or  vendor. 

Categories  of  records  in  the  system:  The  Vouriier  Payment  Reo^ 
is  a  sin^  index  card  form  containing  the  following  data:  Invoice 
nund>er  or  date,  amount  paid,  voucher  and  schedule  number,  grant, 
contract  or  purchase  order  number  and  type  of  payment  (advanu, 
partial  or  final).  The  Schedule  of  Payments  File  consists  of  the  in¬ 
voice  received,  document  authorizing  the  action  to  be  taken  such  as 
travel  authmization  or  purchase  order  and  the  voucher  making  the 
payment  as  well  as  the  SF-1166  (Voucher  and  Schedule  of  I^y- 
mmits)  and  SF-1061  (Voucher  and  Schedule  erf  Withdrawals  a^ 
Credits  -  used  in  government  oidy)  and  to  which  the  other  docu¬ 
ments  are  attached. 

Amharky  for  mshUrosorr  of  the  system:  Domestic  Volunteer  Ser¬ 
vice  Act  of  1973,  42  U.S.C.  4951  et  seq.;  Peace  Corps  Act,  22 
U.S.C.  2501  et  seq.;  Budget  and  Accounthig  Act  of  1921;  Account- 
ii^  and  Audhiiv  Act  of  1950;  and  the  Federal  Claims  Cerflection 
Act  of  1966. 

■amine  uses  of  records  rnaimained  ks  the  system,  lofludlng  entegs 
ties  of  oners  and  the  pnrposes  of  each  ones:  The  content  of  these 
records  may  be  disclosed  and  used  as  follows:  The  Tkeasury  De¬ 
partment  receives  the  Schedule  of  Payment  and  a  copy  of  voudier 
for  payment 

PeMrIrr  and  prmtfces  for  atarNg«  retrlevhig,  aooeading,  retainiog, 
and  dhposlng  of  records  In  the  sytciu: 


Ttnrsgr  Voucher  Payment  Records  are  stored  in  an  index  card 
box  placed  in  a  metal  file  cabmet  with  bar  locks,  key  locks  or 
manipidation  proof  combinatian  locks  when  not  in  inunediate  use. 
Schedide  of  Payment  is  stored  in  the  same  way. 

Rctrievability:  Voucher  Payment  Record  is  indexed  by  last  name 
alphabetically.  Schedule  of  Payments  is  filed  numerically  by 
schedule  mitnber. 

Safeguards:  Records  in  the  system  are  availaUe  only  to 
aporopriate  personnel.  Fiscal  Services  Division,  and  other 
aporopriate  officials  of  ACTION  with  the  need  for  such  records  in 
tM  pmormance  of  their  duties. 

Retention  and  dhposal:  ReccHxls  are  hdd  for  three  years  and 
retired  to  the  Federal  Records  Onter  in  accordance  with  General 
Accounting  Office  instructions. 

System  managcr(s)  and  addreso:  Chief,  Fiscal  Services  Division, 
Administration  and  Finance,  ACTTION,  1735  Eye  Street,  N.W., 
Washir^lton,  D.C.  20525. 

Reoard  source  categories:  Data  is  obtained  from  documents  pro¬ 
vided  by  the  individual  or  the  verKkN-. 

ACnON/AF— 17 

System  name:  En^loyee  Reemployment  and  Repromotion  Priority 
CTonsideration  File — ACTKTN/AF 

System  locaHon:  Office  of  Personnel  Management,  Office  of  Ad- 
ministratioa  and  Hnance/ACTION,  806  (Connecticut  Avenue,  N.W., 
Washington,  D.C.  20525. 

(Categories  of  huttriduals  covered  by  the  systega:  Current  and 
previous  ACTION  employees  ehgiMe  for  |»iority  consideration  for 
reemploymeitt  and  rqxomotion  under  U.S.  (Civil  Service  (Commis¬ 
sion  arxl  ACTION  r^^tions. 

Categories  of  records  in  the  system:  The  records  contain  a  listing 
of  a  person’s  name  and  the  positions  he  was  considered  for  and 
dates  of  consideration. 

Authority  for  mofartroonce  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973;  42  U.S.C.  4951  et  seq.;  Ch  351,  Federal  Per¬ 
sonnel  Manual. 

Routine  non  of  records  maintahied  la  the  system,  iadudlng  catego¬ 
ries  of  users  asul  the  purpooet  of  such  uses:  The  content  of  these 
records  and  files  may  be  disclosed  and  used  as  fidlows:  a.  To  the 
(Civil  Service  (Commission  as  part  of  the  (CSC  personnel  manage¬ 
ment  evaluation  system,  b.  To  the  (Civil  Service  (Commission  for  in¬ 
formation  concerning  the  reen^foyment  and  repromotion  rights  of 
individuals  covered  under  the  CSvil  Service  System. 

PoUdes  and  practices  for  atortag,  retrieving,  accearing,  rctalniBg, 
and  dl  Hioaliig  of  records  in  the  ayirm: 

Storage:  Files  are  maintained  in  loose-leaf  tnnders  placed  in  metal 
file  calxnets  with  three-way  combination  locks  when  not  in  im¬ 
mediate  use. 

Rctrievability:  Records  are  indexed  alfdiabetically  by  name. 

Safegnards:  Records  in  this  system  are  available  only  to  ap¬ 
propriate  personnel.  Office  of  Personnd  Management  and  other  ap¬ 
propriate  officiak  <rf  ACTION  with  a  need  for  such  records  in  the 
performance  of  their  duties. 

Retention  and  disposal:  A  person’s  name  is  retained  on  the  list  in 
accordance  with  reenq^yment  eligibility:  former  career-conditional 
employees,  one  year;  former  career  employees,  two  years.  Reten¬ 
tion  for  repromotion  eligibility  is  indefinite  or  until  repromoted  to 
the  grade  previously  held. 

System  msBogerts)  sad  address:  Director,  Recruitment,  Staffing 
and  Outplacement  Branch,  Office  of  Personnd  Manage¬ 
ment/ ACTION  806  Ckmnecticut  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Reoard  sonroe  categories:  Information  is  received  from  Labor  and 
Employee  Rdatkxis  Division,  Office  of  Personnd  Management, 
ACTION. 

ACTION/ AF— 18 

System  name:  Performance  Evaluation  FBe — ACTION/ AF 

System  location;  Office  of  Personnd,  Recrukment,  Staffing  and 
Outplacement  Branch/ACTION  806  (Connecticut  Avenue,  N.W., 
Washii«ton,  D.C.  20525. 

Categories  of  hutb'ktiioli  covered  by  the  system:  AtHlON  em¬ 
ployees  and  farmer  employees  iq>  to  one  year  after  their  tennina- 
tion  of  employmeiit  with  the  Agency. 
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CaligHka  of  rtcofii  ia  tlw  qatoK  Tbis  system  coosistB  at  an* 
Dual  perfonnaace  evahiatioiis  of  employee  perfonnanoe  prepared 
by  siq)ervtsonl  aod  Kviewed  by  auperviaory  reviewing  (^Gdals, 
together  with  comments,  if  any,  the  employees  evaluated. 

Anthasily  far  amiatananoe  el  the  qralem:  Chapters  2S0  and  430, 
Federal  Personnal  Manual 

,  Ruattae  aasa  cf  racards  maiataiaed  la  the  sysSoa,  tadadhig  catega- 
rtaa  af  aacrs  aad  the  paspoaaa  of  each  aaea:  a.  To  the  Civil  Service 
CommissioQ  in  connection  with  any  request  for  information  or 
inquiry  as  to  Federal  Personnel  Regulations. 

Policies  aad  practkea  for  stnrlag,  ratrlevlag,  acoearfag,  retahriag. 
aad  diapoalag  of  records  la  the  qrtaai: 

Storage:  Files  are  maintained  in  foldm  in  metal  fDe  cabinets  with 
three-way  combination  locks. 

Bctiicvabaity:  Records  are  indexed  in  alphabetical  order. 

*?alsgaarils~  Only  personnel  of  the  Office  of  Porsonnel  Manage¬ 
ment  with  a  need  for  such  records  in  the  performance  of  their  du¬ 
ties,  the  indivkhial  about  whom  such  record  b  maintained,  or  su¬ 
pervisory  employees  of  the  agency  with  a  need  to  know  in  the  per¬ 
formance  of  their  duties  are  grant^  access  to  these  files. 

Ratratlen  and  dhpeaal;  All  evaluations  are  hald  for  one  year  and 
then  are  destroyed  by  shredding. 

System  aaaaagctfs)  and  address:  Chief,  Recruitinent,  Staffing  aiKl 
Outplacement  Bran^,  Office  of  Person^,  ACTION,  806  Connec¬ 
ticut  Avenue.,  N.W.,  Washington,  D.C.  2052S. 

Record  searoe  ratfgorlfi:  Information  contained  in  the  system 
was  obtained  from  the  foDowing  sources:  Supervisors  of  ACTION 
employees.  Reviewing  officials  who  review  evaluation  reports  sub¬ 
mitted  by  supervisors.  Employees  who  make  comments  with 
respect  to  their  evaluations  when  given  an  opportunity  to  do  so  at 
the  time  the  record  is  made. 

ACnWI/AF— 19 

System  naam:  Management-Union  Records  System — ACTION/AF 

System  locntloQ:  Labor  and  Employees  Relations  Divi- 
skm/ACnON  Office  of  Persoimel  Management  806  Connecticut 
Avenue,  N.W.,  Washington,  D.C.  2052S. 

Categories  of  imNvidiuds  covered  by  the  qstem:  ACTION  em¬ 
ployees  inchiding  those  who  have  authorized  withhokhng  ai  Union 
dues  in  writing. 

Categories  of  records  in  the  system:  The  records  in  thb  system 
consbt  of  automated  data  printouts  showing  an  enqdoyee’s  name, 
grade,  series,  title,  organizational  entity  and  other  associated  data 
which  determines  his  inclusion  (v  exdusion  from  the  bargaining 
unit  under  the  exbting  Union  contracL  The  record  also  contains  a 
printout  showing  the  amount  of  dues  withheld  from  each  employee  , 
who  has  authorized  such  withholding,  and  other  related  data. 

Aatharltj  far  audnimance  of  the  qntein:  The  Peace  Corps  Act,  22 
U.S.C.  2S01,  et  seq.  and  the  Dommtk  Volunteer  Service  Act  (rf 
1973,  42  U.S.C.  49S1  et  seq.  and  various  Executive  Orders  concern¬ 
ing  maimgement  rdations  with  employee  organizations. 

Rosrtlne  asm  of  records  mshdalartf  hi  the  sysSem,  larhiiHag  odego- 
rtes  of  aacrs  aad  the  parposcs  of  such  uses:  The  records  in  thb 
system  may  be  disclosed  and  used  for  the  follow^  uses;  1.  The 
ACTION  Employees  Union  for  maintanance  of  its  recordr  with 
respect  to  dues  and  inclusion  in  the  bargaimag.  2.  The  IVeasury  De¬ 
partment  for  preparation  of  ^yroll  checks  with  approfaiate 
withholding  of  dues.  3.  To  the  Qvil  Service  Conunission  for  union 
related  reporting  in  the  area  of  management/labor  relations. 

Policies  and  practices  lar  sSoetag.  retricvliig,  acoeaihq,  retahdng, 
and  (Hspoalag  af  records  In  the  sySem: 

Tlnnqf  Records  in  this  system  are  maintained  in  metal  filing 
cabinets. 

Retrtevablllty:  As  to  the  dues  withholding  hst,  records  are  main¬ 
tained  alphabeticidly  within  salary  blocks.  As  to  the  list  of  em¬ 
ployees  in  or  out  of  the  bargmning  unit,  records  are  maintained 
alptebetically  within  each  organizational  untt. 

•jaffgaards  Records  in  these  systems  are  availaUe  generally  only 
to  employees  of  ACTION  with  the  need  for  such  records  in  the  , 
performance  of  their  duties. 

ReSentloa  and  dbposal:  The  listing  of  aO  positions  considered  as 
included  in  or  excluded  from  the  bargaining  unit  are  retained  as  fol¬ 
lows.  A  hbtorical/record  copy  b  retained  in  Labor  Relations  for 
purposes  of  Unkm  representation  identification  until  h  b  supple¬ 
mented  or  replaced  by  corrected  or  updated  editions  as  impropriate. 


The  dues  withhnlding  haled  are  retained  until  updated  by  new  infor¬ 
mation. 

System  asanagHb)  aad  mhhaaK  Chief.  Labor  and  Employees 
Drviaion,  Office  of  Personnel  Mananemeat/ACnON  806  Connec¬ 
ticut  Avenue.  N.W..  Wasfarqgoo.  IXC.  20523. 

Reoard  aaaree  calagarlaa:  Information  contained  in  thb  system  b 
obtained  from  the  foBowing  categories  of  sources:  1.  Rscal  and 
payrafl  records  maintained  for  each  engdoyec.  2.  The  Official  Per¬ 
sonnel  File.  0 

ACnON/AF— 28 

System  name:  Peace  Corps  Vohinteer  Authorized  Storage 
FBe—ACnON/AF 

System  locaHont  Cbief,  Triivel  and  Tranqwrtation  Division,  Of¬ 
fice  d  Administrative  Sovrices,  ACTION  806  Cormecticut  Avenue. 
N.W..  Washington.  D.C  20S2S. 

Categorlei  of  Indlvlrtiiab  covered  by  the  qatem:  Peace  Corps 
volunteers  authorized  to  store  household  effects  and  personal  be¬ 
longings. 

Cstegorfai  of  rscords  in  the  qretenu  Records  contain  copy  of  the 
travel  authorization  for  the  vohmteer  and  the  household  goods 
storage  letter. 

Authority  lor  mabstenanoe  of  the  system:  Section  5(n)  of  the  Peace 
Corps  Act,  22  U.S.C.  Section  2S04(n). 

Routine  mm  of  records  nmAolained  te  the  system,  iulmliBg  catego- 
rfm  of  nacra  and  the  parpoem  of  anch  mca:  See  Prehminary  State¬ 
ment. 

PoUdes  and  practices  for  atorbig,  rstrtevteg,  accessing,  retahtiag, 
and  dtaposlng  of  records  in  the  qrtew 

Storage:  Files  are  maintained  on  book  shrives  in  loose  leaf  bin¬ 
ders  in  a  locked  room. 

Retrtevablllty:  Records  are  arranged  alphabetically  by  name. 

Saifgusrilr-  Records  in  thb  system  are  available  only  to  ap¬ 
propriate  personnri.  Office  of  Travel  and  Transportation  and  othm 
qifMXjpriate  offkbh  oi  ACTION  with  a  need  for  such  records  for 
the  performance  (rf  their  duties.  • 

Retention  and  dhposal:  Records  in  the  system  are  maintained  in 
the  Office  of  Travel  and  Transportation  for  two  years  after  the 
Peace  Corps  volunteers  terminate  and  are  then  burned. 

System  nunagerCs)  and  address:  Chief,  Travel  and  Transportation 
Division  Office  of  Adminbtrative  Services/ ACTION  806  Connec¬ 
ticut  Avenue,  N.W.,  Washington,  D.C.  2052S. 

Reoard  oouroe  categories:  Peace  Corps  Washington  Staff  AC¬ 
TION  Overseas  Peace  Corps  Mission  Requesting  Volunteers 

ACTKMS/AF— 21 

System  name:  Personal  Service  Contracts  Records — ACTION/AF 

System  location:  Chief,  Contracts  Division,  Office  of  Contracts 
and  Granb  Management/ACTION,  806  Cormecticut  Avenue,  N.W., 
Washington,  D.C.  20S25. 

Categories  of  individuals  covered  by  the  syteem:  Any  person  who 
has  served  or  b  serving  as  a  perso^  services  contractor  for  the 
Peace  Corps  abroad  or  in  the  Umted  States. 

ratrginrlri  sf  records  in  the  qslw  The  records  maintained  con¬ 
tain  the  history  of  employment,  inctuding  earning  records,  of  in- 
dividuab  hned  as  personal  services  contractors. 

Aallnrity  far  mabstensnoe  of  the  qelfm-  Section  10(aK4)  of  the 
Peace  Cbips  Act.  22  U.S.C.  2S09. 

Routine  naes  of  records  mrinhdnrd  ba  the  qrstem,  briaiilsg  catega- 
ites  of  naers  and  the  pwrpoom  of  each  ame:  See  IMiminuy  St^- 
ment. 

Prifclm  mal  practices  far  slnrlag.  retrfavbig.  srrrstiBg,  rctaiateg, 
and  dlsporiag  et  reeords  hs  the  qrtem: 

Storage:  Files  are  maintained  in  folders  in  metal  file  cabineta  with 
mimipiilatinw  proof  Combination  locks  when  not  in  immediate  use. 

RetofavafaiHty:  Records  are  arranged  by  contract  number. 

SsfegaardB  Records  in  the  system  are  available  only  to  ap¬ 
propriate  personnri  in  the  Office  of  Contracts  and  Gianto  Manage¬ 
ment  and  other  appropriate  offidab  cf  ACTION  vnth  the  need  for 
such  records  for  the  p^osmance  of  thek  duties. 

Rstautisn  md  dhposal:  Records  in  tiie  system  are  maintained  in 
the  Office  of  Contracts  and  Oranto  Management  for  one  year  after 
the  dosing  djita  of  the  contract  and  then  sent  to  tiie  Federal 
Records  Center  where  they  are  msintained^for  three  years  and  tiben 
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beneficiary  name  and  social  secwity  number  for  boocte  purcfansed 
for  Peace  Corps  volunteers. 

Antbority  for  mafnaenaaes  of  the  qrslcm:  Peace  Corpe  Act.  ^ 
U.S.C.  2501  et  seq.;  Budget  and  Accounting  Act  of  1930. 

RoafiBC  naes  of  records  mabstainsil  in  tbs  syaicns,  hscfudb*  cafsgo- 
rlss  of  asm  sad  tbs  paiposcs  of  sacb  nsas:  Contents  of  tbese 
records  and  files  may  be  disclosed  and  used  as  firflows;  a.  To  the 
Department  of  Treasury  for  the  issuance  of  checks  in  connection 
wiA  the  payment  vtdunteer  readjustment  allowanoes.  b.  To  the 
Internal  Revenue  Service  in  connection  wttti  the  Qiu  of  W-2 
witt^cdding  fonns  for  income  tax  purposes,  c.  The  Sodu  Security 
Administration  in  cormection  with  withholdings  oi  social  seouity 
tax  as  appropriate  on  allowances  paid  including  readjustment  ai- 
lowance. 

Pnlklcs  and  practkss  tor  sSialag,  retrfevbig,  am  whig,  rtCabdag, 
and  (Hspneiag  of  records  hi  the  aytcm: 

Storage;  Files  are  maintained  on  magnetic  discs  and  tapes  which 
are  stored  in  a  locked  room  when  not  m  immediate  use,  m  a  build¬ 
ing  with  24  hour  security  guard. 

RctrievabOlty:  Records  are  indexed  by  social  security  number. 

SafegasrdsT  Records  in  the  system  are  available  only  to  ap- 
prooriate  persoimel  in  the  Volunteer  Support  Services  Divisiort.  CNT- 
fice  of  Accounting  and  Computer  Services,  Administratioo  and 
Finance,  and  other  appropriate  officials  of  ACTION  vnth  the  need 
for  such  records  for  die  performance  of  their  chities. 

Esteatiea  and  dtapasal:  These  records  are  kept  permanently. 

SysSem  aiaaagccfs)  and  addraas:  Chief,  Vohmleer  Support  Ser¬ 
vices  Division,  Office  of  Accounting  and  Computer  Services.  Ad¬ 
ministration  and  Finance,  ACTION,  1717  H  Str^,  N.W.,  Waidiing- 
ton  D.C.  20525. 

Record  aonree  categories:  Data  is  keypunched  from  forms 
completed  by  the  volunteers  such  as  Training  Registration  )*onn. 
Waiver  of  Coverage  of  Peace  Corps  Life  Insurance,  Desiqnation  of 
Beneficiary  Peace  Corps  Life  Insurance,  Notice  of  Volunteer- 
Trainee  Action  (^^  Jitus),  AppUcaticm  for  aOotment  or  withdrawal. 
Request  for  paymrat  of  Dental  B31s,  List  of  Payments  Advanced  in 
Country  and  Application  for  U.S.  Savings  BoikIs. 

ACTION/ AF—2i 

System  Baase:  Domestic  and  International  Volunteer  Security  Hies 

System  tocatkm:  Persormel  Security  Office/ACTION  806  Cormec- 
ticut  Avenue,  N.W.;  Washington,  D.C.  20525. 

CategerisB  of  bMHvkhmls  covered  by  the  system:  Peace  Corps 
volunteers  and  volunteer  apfdicaots  Volunteers  serving  in  fuD-time 
domestic  volunteer  programs  under  Title  I  of  the  Domestic  Volun¬ 
teer  Service  Act  ot  1973  including  service  in  sudi  programs  as 
VISTA,  UYA,  n.S,  etc.  and  applicants  for  such  service. 

Categerici  of  records  hi  the  system:  These  records  coritain  in¬ 
vestigative  infonnatxnt  regarding  an  individual’s  charactm,  con¬ 
duct,  qualifications  and  integrity  and  reputation  in  the  comiisinity 
where  he  or  she  lives,  including  records  of  arrest  and  convictioitt 
for  any  violations  against  the  law,  reports  and  recommendations 
from  former  supervisors,  co-workers,  friends,  educators,  etc;  re¬ 
ports  of  inquiries  with  law  enforcement  agencies,  former  em¬ 
ployers,  educational  institutions  attended,  and  other  information 
devel^Md  from  the  above. 

Authority  lor  smintemBMe  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq.  and  the  Peace  Corps 
Act,  22  U.S.C.  2501  et  seo. 

Routine  uses  of  records  umiutalBed  hi  the  syatem,  Inrhiilhig  calego- 
rfas  of  users  and  the  purpesm  of  snch  uses:  The  contents  of  these 
records  and  files  may  be  diaclosed  and  used  as  fpDows:  a.  I'o  the 
Civil  Service  Commission  as  a  part  of  the  central  CSC  personnel 
investigation  records  system,  b.  To  any  source  from  which  informa¬ 
tion  is  requested  in  the  course  of  an  investigation,  but  only  to  the 
extent  necessary  to  identify  the  individual,  inform  the  source  of  the 
nature  and  purpose  of  the  investigation  and  to  identify  the  type  of 
infonnation  requested. 

Pollcim  aud  piwcticm  lar  atiiiiug>  retrieving,  acceadng,  retahdng, 
and  diqpoaing  of  recerds  hi  the  lytem; 

Starage:  Files  are  maintained  in  folders  in  metal  file  cabinets  with 
three-way  combination  locks  in  a  room  which  is  locked  when  not  in 
use. 

Retrievahillly:  Records  are  indexed  in  al|diabetical  order. 

Safogaarde:  AO  otfidalo  of  employees  having  access  to  speh  files 
are  requned  to  have  an  appropriate  security  clearance.  Generally. 


these  files  are  avaOable  only  to  persormel  of  the  security  office  or 
to  agency  office  heads  or  odier  agency  posoonel  having  a  need  for 
such  files  in  the  performance  of  their  dudes. 

Retention  and  dtaposai:  Peace  Corps  files  are  maintained  in  the 
personnel  security  (ffice  for  three  years  after  the  tenninatioo  or 
death  of  a  volunteer,  or  for  the  same  period  of  tnne  after  con¬ 
sideration  ot  an  applicant.  Thereafter.  stM  files  are  transferred  to 
the  Federal  Records  Center,  where  th^  are  maintained  for  twenty- 
seven  years  and  then  destroyed  in  accordance  with  regulatkms  of 
the  General  Services  Administration.  All  domestic  vo^teer  files 
are  maintained  in  the  personnel  security  office  iq>  to  the  time  of  the 
termination  or  death  of  a  volunteer  when  they  are  destroyed  by 
burning  or  shredding. 

Syatem  iamaiger(s)  aud  addrem:  Chief,  Personnel  Security 
Branch,  Office  of  Personnel  Management,  ACTION,  Room  400, 
806  Connecticut  Avenue,  N.W.,  Washington,  D.C.  2(^25. 

Record  soiafce  categories:  Information  contained  in  the  syatem 
was  obtained  from  the  following  categories  of  sources:  a.  .^Tp^ica- 
tions  and  other  personnd  and  security  forms  furnished  by  t^  in- 
dividuaL  b.  Investigative  material  fundshed  by  other  Federal  agen¬ 
cies.  c.  By  perso^  investigation  or  written  inquiry  from  such 
sources  as  employers,  schools,  references,  etc.  d.  Neighbors,  as¬ 
sociates,  police  dcmiilments,  courts,,  ciedk  bureaus,  medical 
records,  probation  officials,  prison  (fficiab,  and  other  su^  sources 
as  may  be  devrioped  from  the  above. 

ACT1CN4/AF— 27 

System  aame:  Employee  PayroO  Records — ACTlONfAF 

System  location:  Office  of  Administration  and  Finaiice/ACnON 
1735  Eye  Street,  N.W.,  Washington,  D.C.  20525. 

Catsgaries  of  hadlvidualB  covered  by  the  system:  Persons  employed 
by  ACTION. 

Categorise  of  recorih  in  the  qpstem:  Personnel  actions  enqiloying, 
promoting  and  terminating  employees,  savings  bond  applii»tions, 
advises  of  allotments.  IRS  tax  lev^,  notice  of  deduction  for  health 
insurance,  combined  Federal  campaign,  union  dues  withholdings 
applications,  and  educational  allowances  for  children  of  overseas 
einployees  and  records  r^arding  collections  for  overpayments. 

.  Authority  for  iiiaintenBiirt  ef  the  system:  GAO  Policy  and 
Procedures  Manual;  31  U.S.C.  66(a);  and  the  Budget  and  Acixamt- 
ing  Hocedures  Act  of  1950. 

Routine  uses  of  records  uudutalned  he  the  system,  hwludhig  catsgo- 
rics  of  users  and  the  purposes  of  such  uaes:  Information  fiom  these 
records  are  routinely  provided  as  follows:  1.  To  the  TVeasury  for 
payroll  aixl  savings  bonds  and  other  deduction  purposes.  2.  To  In¬ 
ternal  Revenue  Service  with  r^ard  to  tax  dethictions.  3.  To  par- 
tic^ting  insurance  companies  holdino  policies  with  respect  to 
Federal  employees  employed  by  ACTION. 

HiRries  and  practices  lor  storhig,  ritih  itag,  acceariag,  retafnlBg, 
and  disposing  of  records  in  the  sytem: 

Storage;  Files  are  maintained  in  folders  in  metal  file  cabinets  ydth 
manipulation  proot  combination  locks. 

Retrlevafaility:  Records  are  indexed  in  alphabetical  order. 

Sairguarde-  Records  in  this  system  are  available  only  to 
emoloyees  of  ACTION  with  a  need  for  such  records  in  the  per¬ 
formance  of  their  official  duties. 

Retaarioa  and  dlepoeal:  Records  in  this  system  are  maintained  for 
three  years  after  tte  end  of  the  fiscri  ytar  in  wliidi  an  enqiloyee 
terminates  his  employment  with  ACTION,  and  dien  retired  to  the 
Record  Center  in  accordance  with  GAO  instructiotts. 

foulam  iiianngcr(s)  and  addkeas:  Chief,  Domestic  Volunteer  and 
Staff  Kyrcdl  Division;  Administraiioo  a^  Finance,  ACTION.  806 
Connecticut  Avenue,  N.W.,  Washington.  D.C.  20325. 

Record  source  caeegories;  Information  contained  in  the  syatem  is 
obtained  from  the  following  categories  oi  sources:  Data  from 
payroll  change  coding  document  fotm  and  Domestic  Volunteer 
notice  payroO  fotm  Dqta  on  employees  is  obtained  from  payroll 
change  coidinq  document  form. 

Acnm/Do— 1 

System  name:  Domestic  FtiD-Time  Volunteer  Personnel 
F9e— ACnON/DO 

Systtm  locution;  AB  ACTKTN  Domestic  Regional  Offices  (See 
lYefiminary  Statement  for  Regional  Office  Addrmses). 

CategerlfB  at  fiidIvidBahi  cuverad  by  the  qutem:  Any  full-time  AC¬ 
TION  Domestic  Volunteer  working  in  the  foOowing  programs: 
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Vohmteers  in  Service  to  America  (VI$TA),  tJnivenAy 
ACTION  (UYA)c  ACTION  Cooperativi!  ^ofUiAed’  (AC^',"lTOgram 
for  Local  Service  (PLS),  and  Vohmteeri  iw  Mstice  (Vll) 

Catetorto  of  recorda  in  the  ayalcBi:  Records  maiirtained  contain 
Vohmteers  apidication,  forms  and  copies  of  cotrespotKleiice  regard¬ 
ing  actions  occurring  during  the  volunteer’s  service  such  as 
authorization  to  use  a  'motor  vducle,  copy  driver’s  license, 
status  di  volunteer  form,  future  intent  form,  food  and  lodging  al¬ 
lowance,  living  allowaiKe,  time  and  atteiKlance,  paychange  forms, 
volunteer  payment  vouchers  aird  evaluation  on  termination. 

Aathnrity  for  mrinimanfe  of  the  system:  The  Domestic  Vrdunteer 
Service  Act  ot  1973,  42  U.S.C.  4951  et  seq. 

**■»«  uses  of  records  mafaitained  hr  the  system,  IncJudlng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  content  of  these 
records  and  files  may  be  disclosed  and  used  as  follows;  To  the 
volunteer’s  sponsor  concerning  his  [dacement,  perf5>rmance,  sup¬ 
port.  and  related  matters. 

Poliries  and  practiocs  lor  storing,  retrieving,  accessing,  retaining, 
and  itispnnhu.  of  records  in  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  cabinets 
with  manipulation  lutwf  combination  locks  when  not  in  immediate 
use. 

Rctrievahility:  Records  are  retrievable  a^diabetically  by  last 
name. 

Safeguards:  Records  in  the  system  are  avadaUe  only  to  ap¬ 
propriate  persons  in  the  r^ional  offices  and  other  {qjpropriate  offi¬ 
cials  of  ACTION  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties. 

Retention  and  disposal:  Records  are  retained  for  one  year  after 
the  volunteer  has  terminated  service  and  then  retired  to  tte  Federal 
Record  Center  for  75  years  at  which  time  the  record  is  destroyed. 

System  asmsagcrts)  and  address:  The  recrmls  are  kept  in  the  re- 
gio^  office,  the  system  manager  is  the  Administrative  Officer  in 
the  region.  The  files  are  kept  in  the  state  office,  the  system 
manager  is  the  State  Director. 

Record  source  categories:  The  data  is  supplied  by  the  vcdunteer  or 
through  forms  signed  and  executed  by  tte  volunteer  or  Domestic 
R^ional  Office  personnd  ot  State  Program  Director. 

ACTKW/DO— 2 

System  name:  Domestic  Volunteer  Medical  File  and  Medical 
Claims — ACTION/DO 

System  location:  AO  ACTION  Dcmnestk  Regional  Offices 

Categories  of  hidividnals  covered  by  the  systenn  Rnesent  and 
former  volunteer  iq>plicants  over  44  or  with  significant  medical 
histories  and  other  with  medical  problems  arising  during  service. 

Categories  of  records  in  the  system:  The  records  maintained  con¬ 
tain  the  foUowing  information;  1.  Medical  history,  medical  examina¬ 
tion  and  medical  release  forms.  2.  Medical  claims  submitted  by 
volunteer  for  processiitg  and  correspondence. 

Authority  for  of  the  system:  The  Domestic  Volunteer 

Service  Act  of  1973,  42  U.S.C.  4951  et  seq. 

Roirtinc  uses  of  records  maintained  in  the  system,  hichiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  foDows;  a.  To 
Group  Hospitalization.  Inc.,  contractor  under  the  ACTION  health 
pcdicy,  for  the  purposes  of  adjudicatino  volunteer  claims,  b.  The 
United  States  Department  of  Labor  in  coimection  with  claims 
under  the  Federal  Employees  Unemployment  Act 

PsHdes  and  practfcm  for  storing,  retrieving,  aoceasiBg,  retninhag, 
and  disposing  of  records  In  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  cabinets 
widi  man/pulation  {Mroof  comlnnation  locks  when  not  in  immediate 
use. 

Rctrievabaity:  Records  are  indexed  a^ihabeticaBy  by  last  luune. 

*?sirgusrils  Records  in  the  system  are  available  only  to  ap¬ 
propriate  persons  in  the  regioiial  offices  and  other  appropriate  offi- 
ciab  of  ACTION  with  tte  need  for  such  records  for  the  per¬ 
formance  of  their  rhities.  Information  is  released  only  with  the  writ¬ 
ten  consent  of  the  volunteer  and  only  to  a  physician  or  medical 
authority. 

Retention  and  disposal:  Files  are  maintained  in  the  repons  during 
service.  Files  are  returned  to  the  Office  of  Health  Services  on  ter¬ 
mination  ot  service  and  are  retired  to  the  Federal  Records  Center 
for  fifty  years,  after  that  they  are  destroyed. 


Systetn  managrrfs)  and  aikhvm:  Admimstrative  Officer  Regional 
Office 

Record  somrce  categorim:  Data  in  this  system  is  obtained  from  the 
following  cat^^ories  of  sources;  1.  Medical  persoimel  vriio  have  ex¬ 
amined  or  treated  a  volunteer  or  qiplicant.  2.  Domestic  volunteers 
and  applicants.  3.  ACTION  staff. 

ACIKMf/DO— 3 

System  name:  Employee  Travd  Rle — ACTION/DO 

System  location:  All  ACTION  Domestic  R^ional  Offices  exc^ 
for  Regions  I  and  in 

Categories  of  fakHviduals  covered  by  the  system:  Any  employee, 
expert,  consultant  or  other  person  engaged  in  travel  on  USG  Travel 
authorization  for  a  Domestic  R^jonal  Office. 

,  Categories  of  records  in  the  system:  Records  maintained  are  travel 
authorizations  and  vouchers. 

Authority  far  mafaitenance  of  the  system:  The  Domestic  Volunteer 
Service  Act  <rf  1973,  42  U.S.C.  4951  et  seq. 

Routine  uses  of  wwin  |n  Hie  qrstem,  including  catego¬ 

ries  of  users  and  the  purpooes  of  such  uses:  The  contents  of  these 
records  may  be  disclosed  and  used  for  the  purposes  expressed  in 
the  l¥eliniinary  Statement. 

Policies  and  practloes  far  storing,  retrievhig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  IHles  are  maintained  in  folders  in  metal  filing  cabinets 
with  manipulation  proof  combination  locks  when  not  in  immediate 
use. 

Rctrievahility:  Records  are  indexed  alphabetically  by  last  name. 

Safeguards:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  persons  in  the  regional  atficca  and  other  appropriate  offi¬ 
cials  of  ACTION  with  a  need  for  such  records  for  t^  performance 
of  their  duties. 

Retesafan  and  disposal:  Records  are  retained  until  the  employee 
has  terminated  and  then  are  destroyed. 

System  managrr(s)  asal  addrem:  Administrative  Officer,  ACTION 
R^ional  Office 

Record  source  categories:  Itinerary  provided  by  individual  or  su¬ 
pervisor  and  the  voucher  submitted  by  the  individual  traveller. 

ACTKWH/DO— 4 

System  bsbm:  Domestic  FhU-Time  Volunteer  Census  Master 
FOe— ACTION/  DO 

System  location:  Management  Information  System,  Domestic 
Opmtkxis  Management.  ACTION,  806  Connecticut  Avenue, 
Washii«ton,  DC.  20525. 

Categories  of  hidividnals  covered  by  the  system:  Any  person  who 
has  served  or  is  serving  as  a  full-time  ACTION  domestic  volunteer 
in  one  of  ACTION’S  fudl-time  domestic  operations  programs  includ¬ 
ing  VISTA,  ACTION  Cocqjerative  Volunteers  (ACV),  University 
Year  for  ACTION,  (UYA),  Program  for  LoctJ  Service  (PLS), 
Volunteers  in  Justice  (VU)  and  Veterans  Reach  (VETREACH). 

Categories  of  records  in  the  system:"nie  records  maintained  con¬ 
tain  information  extracted  frexn  the  volunteer’s  apfdication,  infor¬ 
mation  about  the  volunteer’s  period  of  service,  and  information 
about  die  volunteer’s  history  with  ACTION. 

Authority  far  mshstmsnrr  of  the  system:  Domestic  Volunteer  Ser¬ 
vice  Act  of  1973,  42  U.S.C.  4951  et  seq.  ^ 

Routine  uses  of  records  msintahied  in  the  qutem,  larliiillHg,  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Generally  speiddng  the 
infonnntioo  in  this  file  would  not  be  roirtinely  available  outside  the 
agency  since  most  routine  uses  would  have  to  do  with  the  appli¬ 
cant’s  volunteer  file  as  such.  This  is  a  computerized  file  used  for 
such  tlnngs  as  payroll  information,  etc.  The  system  might  be  used 
to  verify  the  fact  that  an  individual  has  served  or  is  serving  in  one 
at  ACTION’S  fuD-time  domestic  programs. 

PoHcfes  and  practlom  far  siis  lag,  retrievhig,  acccaring,  retaining, 
and  diapoahig  of  recorde  hi  the  eytenu 

Storage:  Records  are  stored  on  magnetic  tiq>e  which  is  kept  in  a 
locked  room  when  not  in  use. 

RetrievabOity:  Records  are  retrieved  by  social  security  number 
and  the  first  four  letters  of  the  last  name  of  the  volunteer. 

Safeguarde:  The  material  on  these  tapes  is  generally  available 
only  to  Programmers  and  Systems  Analysts  of  die  Management  In- 
formidion  System  and  is  so  coded  as  to  be  unavailable  to  anyone 
else. 
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RiXbHoii  amd  dhpoMl;  Theae  records  have  no  present  destnic- 
tion  date  and  are  maintained  premanently. 

Syalcai  aMnagsrCs)  and  addwsK  Chief,  Manajement  Information 
System/DO./ACnON  806  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20525. 

Rscard  sonroe  caiegories;  Volunteer  appltcation  and  payroll 
notices. 

ACTKNH/DO— 5 

SysIcsB  name:  Domestic  ruU-Ume  Volunteer  '  Legal 

File— ACnON/DO 

Sysicin  location:  ACTION  Domestic  Region  No.  4  (only)  730 
Peachtree  Street,  N.E.  Room  895  Atlanta.  Georgia  30306 

CaUgories  of  tadhddnals  covered  by  the  sysScsa:  Any  full-time  AC¬ 
TION  Domestic  Volunteer. 

Categories  of  records  hi  the  system:  The  records  maintained  con¬ 
tain  the  following  information:  (1)  Claims  related  to  the  Federal 
Tort  Claims  Act  (2)  Claims  rdat^  to  the  Federal  Employee  Com¬ 
pensation  Act.  (3)  Support  material  for  volunteer  claim  or  losses 
and  thefts.  (4)  L^al  su|^rt  information  for  volunteer  civil  aad 
criminal  matters.  (5)  Material  related  to  alleged  misuse  (rf  General 
Services  Administration  vehicles. 

Aathority  lor  mahstenasMC  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq.  . 

Roatinc  nscs  of  records  mstntsinf  d  in  the  system,  Inr  hiding  catego¬ 
ries  of  aaers  and  the  purposes  of  such  uses:  Contents  of  these 
records  and  files  may  be  discloaed  and  used  as  follows:  (a)  To  the 
Department  pf  Labor  in  connection  with  names  filed  by  vidunteers 
for  compensation  under  the  Federal  Employees  Compensation  AcL 
(b)  To  the  General  Services  Administration  in  connection  with  the 
alleged  misuse  of  GSA  vehicles,  (c)  Volunteer  supervisors  and 
sponsors  who  are  involved  in  l^al  matters  effecting  volunteers. 

Policies  and  practiecs  lor  storhig,  iitih  ihug.  aceesshig,  retahitiig, 
and  diapoalag  of  records  la  the  sytem: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  cabinets 
with  nuinipulation  proof  combination  locks  when  not  in  uiunediate 
*use. 

Rstrievabillty:  Records  are  indexed  alphabetically  by  last  name. 

Safeguards:  Records  in  the  system  are  available  only  to 
aporopriate  persons  in  the  regioiud  ctffice  and  other  approixiate  of¬ 
ficials  of  ACTION  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties. 

Rtteatien  and  dhposal:  Records  are  purged  aiuiually.  Records  no 
longer  needed  are  destroyed  by  burning  or  shredding. 

System  aianagfffs)  and  address:  Regional  Attorney,  R^ion  IV 
730  Peachtree  Street,  N.E.,  Room  895  Atlanta,  Georgia  30306 

Record  source  categories:  The  source  of  the  information  may  be 
the  volunteer’s  sponsor,  the  Volunteer’s  supervisor  or  any  other 
person  involved  in  th^  legal  matters  including  ACTION  em¬ 
ployees  such  at  the  State  Director. 

ACTKMS/DO— 6 

System  naase:  Domestic  Volunteers  Status  Change  System 

System  lecation:  All  ACTION  Domestic  R^ionad  Otfices  (See 
Preliminary  Statement  for  addresses) 

Categories  of  Indivkiuab  covered  by  the  systeas:  Any  person  who 
is  serving  or  has  served  as  a  full-time  ACTION  dommtic  volunteer 
under  Title  I  of  the  Domestic  Volunteer  Services  Act  of  1973  (42 
U.S.C.  4951)  including  VISTA,  ACTION  Cooperative  Volunteer 
(ACV),  University  Year  for  ACTION  (UYA),  IVogram  for  Local 
Services  (PLS),  Volunteers  in  Justice  (VU)  and  Veterans  Reach 
(VETREACH). 

Categories  of  rooords  hi  the  lystemr  Record  maintamed  in  a  single 
index  card  containing  the  date  volunteer  entered  training,  the  date 
of  placement,  extra  payments  made  for  travel  and  training  and  the 
dates  ot  termination.  reenroOments.  and  extensiona. 

Authority  lor  mahteaaauoe  af  the  tystem:  Tide  I  and  Title  IV  of 
the  Domestic  Volunteer  Service  Act  of  1973,  42  U.S.C.  4951  et  seq. 

Rauttes  asm  af  lacoeds  amtatahasd  te  the  tysteaa,  htehuRag  catego¬ 
ries  al  aeon  ami  the  purpaam  af  such  uses:  Cbntents  of  these 
records  and  files  may  be  discloaed  and  used  as  follows:  a.  To  the 
Department  of  Health.  Education  and  Welfare  for  the  purpose  of 
ccrtifyiity  student  loans,  b.  Verification  of  present  or  past  volunteer 
status,  c.  To  volunteer’s  relatives  so  that  he  may  be  located  in  case 
of  emergency. 


PoRdm  sted  praedem  for  atarteg,  ratiiavlngt  aeossriag,  rstalalag, 
and  dhpoalng  of  reoonh  hi  the  tyteas: 

Storage:  F3es  are  maintained  in  folden  in  metal  ffling  cabinets 
when  not  in  immediate  use. 

Rstrievabillty:  Records  are  indexed  a^ihabetically  by  last  name. 

SategaardS:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  persons  in  the  regional  offices  and  other  appropriate  offi- 
dals  of  ACTK^  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties. 

Retendon  ami  dhposal:  Records  in  this  system  are  maintained  as 
a  permanent  record. 

System  managerfs)  and  adthesa:  Administrative  (Officer,  Regional 
Office. 

Record  source  categories:  Volunteer  personnel  records. 

ACTHN<l/tM>— 7 

System  name:  Employee  Unofficial  Personnel  Rles 

System  location:  AD  ACTION  Domestic  Regkmal  Offices.  In 
some  cases,  theae  files  may  be  located  in  ACTTCRf  State  Offices. 
The  supervising  ACTION  R^kmal  Office  shafl  be  retexxteftde  for 
aU  relevant  requests  in  such  cases. 

Categortea  of  individuah  covered  by  the  systesa:  (Current  ACTION 
Domestic  Regional  employees. 

Categorim  of  records  In  the  system:  The  records  maintamed  con¬ 
sist  of  copies  of  personnd  documents  seat  to  ACTION  Headquar¬ 
ters  in  Washington  including  employmeat  applications,  appointment 
papers,  job  descriptions  and  persormd  action  change  notices.  The 
Official  Personnd  Folder  is  maintained  in  ACTION  Headquarters 
in  Washington. 

Authority  lor  matBtmanrr  of  the  system:  The  Domestic  Volunteer 
Service  Act  of  1973,  42  U.S.C.  4951  et  seq. 

Routtef  asm  of  records  maiatehied  in  the  system,  htelwRag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  There  are  no  routine 
uses  other  than  those  in  tte  Preliminary  Statement 

PoVdm  and  practioes  lor  aterteg,  retrieving,  arrnnlng,  retalnteg, 
and  disposing  of  records  in  the  sytens: 

Storage:  Files  are  maintained  in  folders  in  metal  filing  cabinets 
with  manipulation  proof  combination  locks  when  not  in  immediate 
use. 

RstrievahIMty:  Records  are  indexed  alphabetically  by  last  name. 

Sahgnnrds:  Records  in  the  system  are  available  only  to  ap¬ 
propriate  persons  fa  the  r^ional  offices  and  other  appropriate  offi- 
ciah  of  ACTION  with  the  need  for  such  records  for  the  per¬ 
formance  of  their  duties. 

Retention  and  dtaposal:  Files  are  retained  untD  the  employee  ter¬ 
minates  his  service  at  the  regional  office  and  destroyed  bv  bumiag 
or  shredding  one  year  after  luch  termination.  / 

System  nuategerfs)  and  adihvss:  AdministFBtive  Officer,  ACTION 
Regional  Office 

Record  sonree  categortea;  The  data  is  obtained  from  the  em- 
idoyee,  his  references  and  Agency  persormd  forms. 

ACnON/ORC— 1 

System  name:  Peace  Corps  AppUcsrit  Record  System — ACTTON/IO 

System  location:  Placement  Divisioo,  Office  of  Recruitment  and 
(Tomnwmications/ AC  MON,  1735  Eye  Street,  N.W.,  Washington, 
D.C.  20525. 

Categortes  of  fariMituals  covswd  by  the  syatean:  Any  person 
vrimae  application  to  ACTION  for  enroOment  as  a  PeoM  Corps 
vdunteer  has  been  accq>ted  by  an  ACTION  Service  Center. 

Categostes  of  records  in  the  aysSanB  The  records  maintained  in¬ 
clude  appheation  of  a  Peace  Corps  applicant,  material  received 
from  references  provided  by  him.  badvround  investigatioo  material 
including  a  Naticmal  Agency  Chedc  provided  by  the  Civil  Serrice 
C^omraissioo,  invitations  to  training  and  similar  material  havii^  to 
do  with  the  enrollment  of  an  individual  m  a  Peace  Corps  trainee. 

Authority  lor  mateScaanoo  of  the  systeas:  The  Peace  Corps  Act,  22 
U.S.C.  2501,  2504. 

rtas  of  asofs  and  the  purpesm  sf  anch  uses:  The  conteitts  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  To  host 
country  officials  where  necess^  to  obtain  visas  or  to  inform  such 
host  countries  of  the  impending  arrival  of  the  volunteer  and  for 
review  of  such  volunteer’s  quahficatkms  for  the  intended  program. 
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RMord  MNWCt  ci<ho»<m;  Infonmtioa  is  obtained  from  the  eciiili- 
cation  provided  by  the  amdicaiit  and  evahudioas  made  by  the 
idaoement  diviaioa  of  the  CMCfice  of  Recruitinent  and  Conmuinca- 
tioni. 

ACniON/ORC— 5 

SyRcm  name:  Domestic  Program  Applicant  Medical  Record 

System  location;  ORC  Held  Service  Centers:  New  York  Service 
Center/ACnON  26  Federal  Plaza.  1603  New  York,  New  York 
10007  Washington  Service  Center/ACTION  Office  of  Health  Ser¬ 
vices  806  Connecticut  Avenue,  N.W^,  Romn  P-214  Washington, 
D.C.  20S2S.  Chicago  Service  Center/ACTION  1  North  Wacker 
Drive,  3rd  Floor  Chicago,  Illinois  60606  DaBas  Service 
Center/ACTION  Corrigan  Tower  Building,  no.  1620  212  No.  St 
Paul  Street  Dallas,  Texas  73201  FTandsco  Service 

Center/ACnON  100  McAllister  Street,  24th  Floor  San  Francisco, 
California  94102 

Categories  of  individaals  covered  by  the  system:  Any  person  ap¬ 
plying  as  a  volunteer  in  a  domestic  ACTION  program  is  over 
44  years  of  age  or  has  reported  in  his  application  information  which 
causes  ACTION  selection  officials  to  require  medical  examination 
or  history. 

Categories  of  records  in  the  syelcm:  This  system  contains  medical 
hisUMies,  records  of  examination,  and  related  medical  infearmation. 

Authority  for  malntenanre  of  the  system:  Domestic  Volunteer  Ser¬ 
vice  Act  of  1973,  42  U.S.C.  4931  et  seq. 

Routine  uses  of  records  maintaiaed  In  the  system,  incinding  catego- 
rlm  of  users  and  the  purposes  of  such  uoes:  The  contents  of  th^ 
records  and  files  may  be  disclosed  and  used  as  follows:  Informa¬ 
tion  nuy  be  provided  to  a  physician  or  other  medical  personnel 
treating  the  applicant.  In  situations  where  it  is  practicable  the  appli- 
cant’s  consent  will  be  obtained  before  releasing  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  itlspBsing  of  records  hi  the  sylem: 

Storage:  Records  in  this  system  are  maintained  in  lockable  metal 
file  caNnets  or  secured  rooms. 

Retrlevability:  Records  are  filed  alphabetically. 

Safeguards:  Records  in  this  system  are  generally  available  only  to 
ACTION  persotmel  having  a  need  for  such  information  in  the  per¬ 
formance  of  their  ofHcial  duties.  Information  is  released  only  with 
the  written  consent  of  the  apjdicant/volunteer  and  otdy  to  a  physi¬ 
cian  or  medical  authority. 

Retentioo  and  disposal:  Records  of  applicants  >i«dio  do  tK>t  become 
volunteers  are  destroyed  by  burning  or  shredding  after  one  year. 
Records  of  applicants  adio  beconte  volunteers  are  forwarded  to  the 
appropriate  Domestic  Regiotud  Office.  Upon  termination  of  the 
volunteer’s  service,  these  records  are  returned  to  the  Office  of 
Health  Services  at^  retired  to  the  Federal  Records  Center  where 
they  are  maintained^  for  fifty  years  and  then  destroyed  in  accord 
with  the  regulations  of  the  Center. 

System  managerfs)  and  adrheas:  Placement  Manager  of  the  ap¬ 
propriate  Field  Ser>^  Center  is  the  System  Manager  of  that  por¬ 
tion  of  the  system  under  his  or  her  contnd. 

Record  source  categorin:  Information  contained  in  these  systems 
was  obtained  from  tte  following  cat^ories  of  sources:  A.  Examin¬ 
ing  physicians  and  other  medical  bersonnel.  B.  Applicants  for 
volunteer  service.  C.  ACTION  personnd. 

Acncm/Gc— 1 

System  name:  Conflict  of  Interest  Records — ACTION/OC 

System  location:  Office  of  General  Counsel/ACnON/M-607  806 
Connecticut  Avenue,  N.W.,  Washington,  D.C.  20523. 

Categories  of  huilvlduals  covered  by  the  nratens:  Employees,  con¬ 
tractors,  consultants  and  other  persons  enq>k>yed  by  or  d<^Hng  with 
ACTION. 

Calegortea  of  records  in  the  system:  .'Statement  of  personal  and 
family  interests  in  business  enterprise  correspondence  with  respect 
thereto  inchidiag  opsnioos  of  counsel  and  confirmation  materials. 

Autherltj  lor  BMdntenancc  of  the  aiyetem:  18  U.S.C.  306  and  E.O. 
11222(3863). 

Renthii  uses  of  records  mafaitalnrd  in  the  system,  Indudbag  catega- 
ries  of  naers  asul  the  purpoass  of  such  uses:  See  preliminary  state¬ 
ment. 

Pulidcs  and  pencticm  for  stating,  retrieving,  arrrssing,  retaining, 
and  dfapoaing  of  raoards  In  the  qrtesn: 

Sterngs;  Files  are  maintaiaed  in  folders  in  metal  ffle  cabinets  with 
manipulation  proof  combination  locks. 


"MsIslavahMfy:  Recosdnam  indexed  aiphaheticaBy. 

Safcgnards:  Records  are  generally  availhble  only  to  attoraeys  and 
other  pcwbnnst  of  the  Office  of  General  Counad  and  to  designated 
ACTION  officials  having  a  need  for  such  knowledge  in  the  per¬ 
formance  of  their  official  duties. 

Retentlaa  and  diapaani:  Records  are  purged  annuaJly  and 
destroyed  two  years  after  they  are  obtained  unless  there  is  a 
specific  need  for  the  retention  of  any  specific  record. 

Syatam  managcr(s)  aaad  addesm;  General  Counael/ACnON/M-607 
806  Connecticut  Avemie,  N.W.,  Washington,  D.C.  20323. 

Rocord  source  categprlsei  Data  is  'obtained  from  the  following 
categories  of  sources:  1.  Employees  of  ACTION  2.  Work  product 
of  attorneys  for  ACTION. 

ACnON/GC— 2 

System  name:  L^al  Files  —  Staff  and  Applicants  (A- 
Z)— ACnON/GC 

System  location:  Office  ci  the  Genenl  (^ounad/ACTION  806 
Connecticut  Avenue,  N.W.,  Washii^lton,  D.C.  20323. 

Categortes  of  hadKIdnale  covered  by  the  system;  1.  .Applicants  for 
employment  with  ACTION  2.  Staff  employees  of  ACTION  ^ 

CaS^orlcs  of  records  in  the  qraSem:  Records  of  any  legal  matter 
effecting  any  present  or  former  stafi  member  ci  ACTION  or  any 
applicant  for  employnwnt  in  ACTION  whose  eng^yment  has 
rai^  any  legal  question.  Included  among  the  kinds  of  records 
maintained  are  those  involving  employee  grievances,  appeals  from 
adverse  actions,  claims  by  and  against  staff  members,  records  con¬ 
cerning  litigation  in  whidi  ACTION  staff  members  become  in- 
vooved  as  parties^  legal  queries  from  staff  members  regarding 
themsrives  or  their  employment  and  answers  thereto  and  any  other 
matter  involving  a  contact  between  a  staff  member  and  an  attorney 
of  the  Office  of  General  CounseL 

Authority  for  inaintnianri  of  the  system:  These  records  are  main¬ 
tained  under  the  general  authority  cd  the  Office  of  General  Counsel 
to  represent  the  AgeiKy  in  connection  with  its  dM»i«ng«  with  its  em- 
idoyees  and  the  general  functions  of  the  Office  of  General  Counsel 
to  provide  advice  and  counsel  to  the  Director  of  the  Agency  uid 
his  staff. 

RoulhM  uan  of  records  amteteined  ha  ths  lystnu,  inchsdfaig  catego¬ 
rtes  of  users  and  the  purposes  of  such  mas:  These  records  are  not 
routindy  disclosed  outside  the  Agency  except  in  the  following  cir¬ 
cumstances:  1.  To  the  Department  of  Justice  in  conjunction  with 
litigation  or  potential  litigation  in  situations  in  vduch  the  Depart¬ 
ment  may  be  called  upon  to  provide  representation  to  the  Agency. 
2.  In  circumstances  set  forth  in  paragraNts  1>  2  and  7  of  the  general 
routine  uses  set  forth  in  the  Preliminary  Statement 

Pollctes  and  practiom  for  staring,  rstrtevh^,  «-g.  retMriag, 
and  dlying  of  records  in  the  sytam: 

Storage:  Files  are  k^  in  squoate  file  folders  in  cabinets  secured 
by  changeable  combination  kx:ks  or  bar  locks  secured  by  such 
combination  locks  aixl  in  room  locked  when  not  in  use. 

Retrlevability:  Files  ate  maintained  under  subject  but 

access  to  files  concerning  individuals  may  be  gaiai^  by  referring  to 
an  alphabetical  index. 

Sairgunrile-  Hies  are  available  only  to  personnd  of  the  Office  of 
General  Counsd  which  includes  attorneys  and  confidential  secreta¬ 
ries. 

Rsteutloii  sbmI  (Msposal:  Hies  are  maintained  for  the  duration  of 
the  litigation  or  oChCT  matter  to  which  they  refer  «id  retired  on  an 
annual  review  basis  to  the  Federal  Records  Center  for  27  years  at 
which  time  they  are  destroyed. 

System  managerfs)  ami  address:  General  Counad,  ACTION  806 
Connecticut  Avenue,  N.W.,  Room  M-607,  Washinglon,  D.C.  20323. 

Reeord  souses  categories:  Data  is  obtained  from  the  following 
categories  of  sources:  1.  ACIICW  employees.  2.  Correspondence 
and  reports  firom  persons  and  agencies  deaJing  with  the  agency  and 
its  em^yees.  3.  Work  product  and  research  of  lawyers  of  the  of¬ 
fice. 

Acnm/Gc-^ 

System  name:  Legal  Files  -  Volunteers  and  Appheants  (A- 
Zh-ACnON/OC 

^fsteus  locatten;  Office  of  the  General  Counsel/ ACTION,  Room 
M-607  806  Connecticut  Avenue,  N.W..  Washingtan,  D.C.  20323. 

Categsrlss  of  Indvlrfiials  covssad  hy  the  qutem:  Current  and 
former  ACTION  volunteers,  and  applicants  for  vnhintesrs  service. 
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GNcshIm  al  wcapA  N  Mk  wf^kams  Records  of  any  legal  matter 
effecting  vohmleers  or  lypticants  for  vohimeer  service,  includiiig 
grievances.  from  deciriont  of  ACTION  staff,  claims 

gainst  volunteers,  by  volunteers,  records  of  litigiums  in 

wfaidi  ACTION  b  involved  as  a  potty,  or  in  conjunction  wfth  any 
nhligatifm  under  the  Peace  Corps  Act  or  the  Domestic  Volunteer 
Service  Act  to  provide  legal  defenae,  legal  queries  from  volunteers 
or  applicants  and  iniweis  theroto.  and  any  other  matter  involving 
coafact  between  a  vohmteer  and  the  Office  of  General  Counsd. 

Rsntlac  umb  of  taesads  amlBlalned  ha  the  patent,  hidudhig  catago- 
riaa  «f  nacra  and  the  parpaacs  af  anch  nacs:  The  PetK«  Corps  Act 
U.S.C.  2S01.  The  Domestic  Volunteer  Service  Act  of  1973,  42 
U^.C.  49S1.  In  addition  to  authority  specifically  contained  in  the 
above-named  Acts,  these  records  maintained  as  an  adjunct  to  the 
normal  requirements  of  the  functkms  af  the  Office  of  General 
Counsel  to  provide  advice  and  counad.  0 
Raltoe  uaaa  d  lecarda  amhahahaed  ha  the  ayatwn,  tnchnBng  entego- 
ilaa  si  naara  and  the  parpsaea  af  anch  naea:  Thase  records  are  not 
routinely  diacloaed  outside  the  Agency  exc^  in  the  foDovdng  dr- 
cumatances:  1.  To  the  Department  of  Justice  in  conjunction  with 
»«*%»«««■  or  potential  litigation  in  situations  in  udiich  the  Dq^nrt- 
ment  may  be  called  upon  to  provide  representation  to  the  Agency. 
2.  la  carcumstances  set  forth  in  paragraphs  1.  2  and  7  of  the  general 
routine  uses  set  forth  in  the  Prrhminary  Statement 
PaHdea  and  practicea  iar  aharhag,  ratrtevhig,  aoocaring,  rctahdng, 
anddl^rii^  *f  retards  ha  the  qdaaa: 

Starage:  raes  are  kept  in  separate  file  folders  in  cabinets  secured 
by  diangeable  combination  lo^,  and  in  a  room  locked  when  not 
in  use. 

RatrievabOlty:  Files  are  maintained  under  subject  headings  but 
access  may  be  gained  by  referring  to  an  alphabetical  name  index. 

Sadegaarda:  Kies  are  available  only  to  personnd  of  the  Office  of 
Generd  Counad  which  inchides  attorneys  and  confidential  secreta¬ 
ries. 


Ratautfan  and  dhpaaak  ^es  are  maintained  for  the  duration  of 
the  litigation  or  other  matters  to  which  they  refer  and  retired  on  an 
review  basis  to  the  Federd  Records  Center  for  27  years  at 
which  time  they  are  destroyed. 


Sjutsas  managntB)  and  adAaaa:  General  Coimael/ACTION,  Room 
li-607  806  Connecticut  Avenue.  N.W..  Washington,  D.C  20525. 


Racard  aanne  cadegarks:  ACTK^  employees  and  volunteers. 
ACnONfiO— 1 

%alan  nanw:  Peace  Corps  Volunteer  Death  Kies — ACI'ION/IO 
Syatem  lacatlan-  Office  of  Special  Services/ ACTION  806  Connec¬ 
ticut  Avenue,  N.W.  Washington,  D.C.  20525. 

CahegarlBB  af  hadfiMaals  cnraied  by  the  ayahem:  Peace  Corps 
Vohmteers  and  Trainees  who  have  died  durmg  service  or  training. 


Cahegarfas  of  racarA  ha  the  syainn:  Official  cables  relating  to  the 
death  and  subsequent  dispoahion  of  the  body  Eye  Witness  or  other 
accounts  of  the  occunence  or  event.  Medical  Reports  including  an 
autopsy  report  it  any.  Designation  of  beneficiary  statement.  Death 
certificate.  Police  report.  Copies  af  aD  correspondence  with  family 
and  next  of  kin  of  deceased  vohmteers.  Proof  of  receipt  of  in- 
suraaoe  and  readjustment  aBowance  check  and  other  fimmcial 
documents  haviqg  to  do  with  the  death  of  a  volunteer  or  trainee. 

Aulharlty  far  mafalroanoc  af  the  system:  The  Peace  Corps  Act  22 
U.S.C.  Section  2500.  et  aeq.  and  Section  2504(d). 

■aulhaa  naea  af  reearda  BBahatainad  fea  the  syatrnt,  inchidhig  catego- 
rlaa  af  naen  and  the  pmpaacs  af  anch  uaaa:  The  contents  of  these 
records  files  may  be  diacloaed  mid  used  as  follows:  a.  To  noti¬ 
fy  an  appropriate  jnaurance  company  to  obtain  the  payment  erf  life 
iiiiinanrr  benefits  and  personal  property  insurance,  b.  To  notify  the 
Office  of  the  3fioe  President  for  the  preparation  of  appropriate  con¬ 
dolence  letters,  c.  Fo  notification  to  ^  Department  erf  State,  d. 
Neitificacioa  of  the  Department  erf  Labor/Office  erf  Federal  Em¬ 
ployees  CompensatkiaL  e.  To  the  famOy  and  next  erf  kin  erf  the 
eieeieaaed  veihutoer  eir  trainee. 


Stange:  FBes  are  mandamed  in  fedders  in  metal  file  cabinets  in  a 
room  locked  durigg  off  ehity  hours  in  a  building  widi  a  24  hour 

sejuuity  guard. 


RetrtenMMly:  Reooada  are  indexed  in  alphsibetkal  exder. 
Sada^aada:  Records  are  avaiafaie  to  erfficials  erf  ACTION  with  a 
need  for  such  recenda  for  the  performance  erf  their  ehities. 


Ratenthm  and  dfapoaal:  Records  in  diis  system  are  maintained  in 
ACTION  feir  ten  years  at  which  time  they  are  elestroyed  by  burning 
ear  shredding. 

Outran  manager(s)  asul  addrcaat  Chief,  Persemnel  Security 
Bnuich,  Office  erf  Speca^  Servictes/IO,  ACTION,  806  (Tonnecrficnit 
Avenue.  N.W.  Waslm«toa.  D.C.  20525. 

Record  aouroe  cBtrgnrjfs;  Infexmation  cemtained  in  this  system 
was  obtained  frerni  the  following  categeiries  erf  seairces:  Peace  Ckaps 
C^xmtry  Staff  American  Embassy  Ckmsulates  Host  Ceam^ 
Police  Host  Ceauitry  hfinistry  Officials  Staff  erf  the  Office  erf  Inter- 
natkmal  Operatiems,  ACTICM  Insurance  Cemipanies  Witnesses  to 
any  accielent  ea:  exxurrence  causing  the  eleath  erf  a  verfunteer  ear 
trainee. 

ACTHM4/K>— 2 

System  nanae:  Peace  Cheaps  Verfunteer  Program  C^earespeaidence 
System — ACTION/IO 

System  location:  These  receaxls  are  maintained  in  the  offie%  of 
eacrfi  Peace  Ckaps  program  overseas.  There  are  at  present  an  excess 
erf  60  such  erffices  and  this  number  fluctuates  from  time  to  time  as 
ixograms  are  added  ev  withdrawn.  A  ceanfrfete  list  with  specific  ad¬ 
dresses  will  be  provided  tqxm  reejnest  to  the  Directea*  of  Aefaninis- 
trative  Services,  ACTION,  806  C^eamecticut  Avenue'.  N.W., 
Washington,  D.C.  20525.  Any  partkxdar  ccamtry  in  wfaierfi  Peace 
Ceaps  maintains  a  program  may  be  addressed  by  writing  to  the 
Ceamtry  Director,  Peace  (3eaps,  c/o  the  American  Embassy  in  such 
country. 

Categories  at  hidividuals  rovered  by  the  system:  Current  and 
Farmer  Peace  Corps  Volunteers  (Turrent  and  Former  Peace  Corps 
Ttainees 

Categories  of  records  in  the  qfstem:  Correspondence  between 
Peace  Ckaps  staff  and  volunteer  or  trainees. 

Authority  for  maintfnuiirr  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  Section  2501  et  seo. 

Routhw  uacs  of  records  mirfutahiert  iu  the  system,  includiag  catego¬ 
ries  of  users  and  the  purpoM  of  such  uaes:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  There  are 
no  routine  uses  of  this  system  other  than  as  indicated  in  the 
preliminary  statement. 

Pottetea  and  practiocs  for  atoriag,  retrievhig.  anrrarfug,  retaining, 
and  dtepoaing  of  records  in  the  aytam: 

Storage:  Fdes  are  maintained  in  folders  and_  metal  file  cabinets 
with  manipirfation  proof  combination  lock. 

Rctrievalrflity:  Records  are  indexed  in  alphabetical  order. 

yaligiiarili:  Records  are  available  only  to  the  Country  Director 
and  his  staff  with  a  need  for  such  records  in  the  performance  of 
their  duties. 

Retention  and  dtapoeal:  These  files  are  retired  and  destroyed  after 
a  volunteer  terminates,  provkhded  that  documents,  reports,  etc., 
having  continuing  use  in  programs  may  be  retained  in  appropriate 
program  ffles. 

Syatem  managerfs)  and  address:  The  Country  Director  in  each 
country  in  which  Peace  Corps  serves. 

Record  sonroe  categories:  Peace  Corps  volunteers  Peace  Corps 
staff  Host  country  ministry  officials. 

ACTKMrf/IO— 3 

System  name:  Peace  Corps  Volunteer  Financial 

Records — ACTTON/IO 

Syatem  location:  These  records  are  maintained  in  the  office  of 
each  PejKX  C^orps  pregram  overseas.  There  are  at  present  in  excess 
of  60  such  (rffices  and  this  nunrfjer  fluctuates  from  time  to  time  as 
programs  are  added  or  withdrawn.  A  complete  list  with  specific  ad¬ 
dresses  win  be  provided  upon  request  to  the  Director  of  Adminis¬ 
trative  Services,  ACTION,  806  Connecticut  Avenue,  N.W., 
Washington,  D.C.  20525.  Any  particular  country  in  whi^  Peace 
Corps  maintains  a  program  may  be  addressed  by  writing  to  the 
C^ountry  Director,  c/o  the  American  Embassy  in  so^  country. 

Categories  of  Indtvidnala  covered  1^  the  syatem:  Current  and 
former  Peace  Corps  vohinteen  and  trainees. 

Categorita  of  records  hi  the  syatem:  This  system  consists  <rf 
recorxls  of  aO  paymeirfs  or  accrued  credhs  to  volunteers  and 
trainees,  and  reco^  of  any  advances  or  other  items  due  from 
vohmteery'dr  trainees  to  the  government  The  records  include  diose 
of  moodily  living  aBowances,  leave  allowances,  settBnq  in  al¬ 
lowances,  etc. 
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,  of  *•  ajilHn-  The  Peace  Corpe  Act.  22 


Athartty*"^'  I  tmrnrtiMmmwfmmm:  - - - - 

U.S.C.  Sectioo  2501,  2504.  _ 

^  w^^cofitenu  of  these 

^v*t?di^osed  «k1  used  as  follows;  a.  To  ap- 
ptopt^  U.S.  Oovemment  a*eiicies  foe 
SSTto  the  U.S.  Treasury  foe  the 

To  the  Social  Security  Admimstratioo  foe  the  purpose  of 

reportn^  Social  Security  withhoMiiigs.  ralah^K. 

fHrlfi  ami  wrmeOoes  tm  reOrteirlng,  aecesMit.  !«««■*, 

Md  dhiwaiBB  si  reooeds  hi  the  qrfan:  ^ _ 

St^ZlFia»  are  maintained  in  folders  and  metal  file  cabinets 
with  manipulation  proof  combinatioo  »«*. 

Rii  hialiBilj  Records  are  indexed  m  rfphabetical  order  m  each 

ito«<d.  «  .»-«e  ody  IQ  ACTION  MrfI  with  . 
ne^fwsuch  records  in  the  performance  of  then-  duties. 

Ratcatiaii  Md  dtapoaal:  These  files  are  retained  foe  two  years  and 
then  are  destroyed. 

ami  address;  The  Country  Duector  m  each 

country  in  whidi  Peace  Corps  serves. 

■■  r  -  emsBoeles:  Peace  Corps  Volunteers  ^  Tramees 
of  ACriOl5.«fice  of  Administratioo  and  Fmance 

ACnON/IO— 4 

»  Overseas  Health  Records— ACTIONAO 

»  —  These  files  are  maintamed  in  the  Office 

MSSTcSfiS^ii^  country  in  which  Peace  Corps  employs 

.11 . —  b,  d. 

vS2S^W«  Con»  Ttunee,  Pe««  Cotp.  ^ 

CalniiliT  si  record  In  the  syslsin:  Medical  Ifistoey  and  Record 
of  treatment  received  while  in  Peace  Corps. 

Amharhy  Isr  - of  the  lysSem:  The  Peace  Corps  Act.  22 

U.S.C.  Sectioo  2501  eL  seq.  .  .  _ _ 

-  -  --  ^  ^^taMed  In  the  system,  hulniMng  esdego- 

ItiMMr  mmaatmm  of  such  uses:  The  contents  of  these 

may  bTSsclosed  and  m  follows:  a.  To 
rrnmr**  in  the  process  of  treating  the  volun^r 
SnS^rSJteaioee  whota^  a  need  for  such  record  m  order  to 

FUHcies  and  pmctfcm  isr  sisring,  retrieving,  su  <dag,  retainlag, 
alisesrds  M  the  sytem: 

Starry  fobs  are  maintained  in  folders  in  metal  file  cabineU  with 
manipulation  proof  combinatioo  lock. 

Bil  hiahWIIj  Records  are  indexed  in  alphabetical  order. 
Siitgmm^  These  records  are  availaWe  only  to  medical  personn« 
of  the  Peace  Corps. 

Md  Ansanl:  Upon  temunation  of  the  vohmtw, 

^  1,1  ■  1 11  hr  r  these  records  are  sent  to  Health  Services 

"  rilSSiiS^SirRSice,  ACTION.  Washington. 

SSSum.  DC.  2M25  for  uhi- 
«*«•  employee  health  recor^. 

^  manMfs)  ssmI  address:  The  Medical  Officer  at  any  Peace 
Corps  post  is  System  Manager  for  this  sys^  Members 

■eeard  ssnree  categories:  Peace  Corps  Overs« 

Pc^^TcUx  TraSS^  Volunteers  Peace  Corps  Medical  Offi¬ 
cials. 

ACnON/IO— 5 

..  ^ _ nmne;  United  Nations  Volunteer  System— ACTION^O 

JcmIm:  Office  of  Multilateral  and  Special 
jrSymON  806  Connecticut  Avenue.  N.W.,  Washington.  D.C. 

^  MMdnals  enveted  by  the  sysima: 

V^lmteCT^Corps  applicanu.  trainees,  vohmteers.  and  returned 

VokUltfiCfB.  .n; 

rmrnmiea  of  reear*  M  the  syateas:  These  records  caaOm  spph- 
correspondence 

‘***?*!;  other  records  connected  with  the  apph- 

.^^^Srfacement  of  pemons  wishing  to  ^  or  s^- 

SSniminicatioos  which  has  the  responsibility  for  the  selection 


process.  Siimiariy,  medical  history  forms  are 
S^SSy  forwarded  to 

Medicid  Affurs  (Volunteer  HeaMi  Service)  of  ACTION- 

jMiiort®  to  »  <*  to  V—  ^  “ 

U.S.C.  2501  et-  seq.  ^  „  c^ma- 

asm  of  records  nudsfafesad  ha  the  43*0*  **^*?**P?f^ 
rim  Mumrs  ami  the  pinposes  of  anch  uoas:  The  contei*  of  these 
records  and  files  may  be  .disclosed  and  used  as  •• 

Designated  officers  and  e^yem  of  the  Uni^  Na W 
insponsibaity  for  the  sdection  and  P*ac«^t  of  l^dedN^^ 
b.  To  officials  of  a  proposed  host  coui^desiM«^ 
^SSunent  or  placement  of  United  Natioos  volunteers,  c.  Routine 
nsM  as  contained  in  PrebminBry  StatemenL  ^  _ 

F^rUrics  and  practloeB  lor  rierhag,  lOiirvhig,  aeoasMag,  rtfaMng, 
md  ilhaiiiirtag  of  rseords  in  the  syic**^ 

Stance:  Files  are  main*”"^  in  folders  in  metal  ffle  cabinete  with 
manipuiation  proof  combination  locks. 

Rdritvabfllty:  Records  are  indexed  in  alphabetical  order. 

SMegavtb:  Records  are  generaDy  availaUe 
thTSSTS  Multilateral  and  Specif  Progy”  *®  ^ 

cials  of  ACTION  having  a  need  for  such  records  m  the  per 
formance  of  their  official  duties.  .  .  .  .w.  ^ 

mat  dhposal:  Records  are  maintained  m  Ae^Office  « 
Multilateral  and  Special  Programs  for  bv®y*“*  ak/ 

ser^rf  a  UN  volunteer 
^^m^^Support  Services  for  mamtennM 
records  and  subsequent  removal  to  the  Federal  Records  Co^. 

maageris)  and  address;  Director.  Office  of  MukilBl^ 
arS^SScSTpSams.  ACHON.  806  Connecticut  Ave,.  N.W.. 
Washingtoo,  D.C.  20525. 

ssnree  categories:  Applkamte  for  United  Nations  volui^ 

i^nrPmgrama  staff  United  Nations  Staff 
ACnON/lO— 6 

System  nmne:  Peace  Corps  Property  Records— ACTIOWO 
Svsiem  itotoifato-  These  records  are  maintained  m  ^ 
eachPtoLx  Corps  program  overseas.  There  are  at  preseid  an 
such  <Sb2S  SfSSt  this 

2  prognmn  are  added  or  withdrawn.  Aconv^ 

addresses  wfll  be  provided  upon  reqi^  to  V*^Dneclor  of  A 
SnSSve  ServiciTACnON.  f!06  Cao«cc^  Av^  ^ 

SJISSitoo.  D.C.  20525.  Any  P^’^fSdi^^SV^wIwS? 
ComTmaintains  a  program  may  be  addressM  ny  wrra^ 

C^tiy  Director,  c/o  the  Aineiican  Embassy  m  such  country. 

rmtnnrin  of  halvIdnnlB  coversd  by  the  syrieaK  Cwnent  end 
former  TVilirr  CoTps  Staff  Current  and  former  Peace  Corps 
JSTcS^t  S??oSSr  peace  Corps  trainees  who  have  trained 

-  Sf  reesrdi  in  the  system:  These  files  consist 

of*iS*Govemment  property  assigned  ^  murtbe 

Zen  or  trainees  for  which  they  are  accountable  and  whmh  must  be 

letumed  to  the  Peace  Corps.  _ 

Amhority  Ire -sb-e-sn**  M  the  syssmu  The  Peace  Coq^ 

U.S.C  Section  2501,  «*.  seq.  ,  .  .  „ 

'  ”***^"**!.^  ATpmpma^sIrawh  contents  of  these 

records  and  files  may  be  diadosed  and  “****  “ 

Stood  of  State  or  any  other  Fe^ 

acoountii«  for  the  dispositioo  of  federal  1*°P**^^ 

FPHdm  ami  pmettes  lor  rior^  rrirlsvhig,  aoosadng.  istsiBmg, 
md  dhoosbrn  of  reoordi  la  the  qflrm: 

intirari  proof  Combination  locks. 

lUlihiidillllj  P®®*  “*  indexed  in  alphabriicM  order  m  each 

Peace  Cjorps  post  overseas.  _ 

-  ||||||--•-  Files  «e  available  only  to  A<7nON/Pea^ 
stS^^a  SSffor  such  record^ 

rSd  dtS2.  For  these  purposes,  ho*  cou^  oaiia^  SS’Se 
Umted  States  Government  and  working  for  Peace  Corps  are 

considered  staff. 

- -A—  nd  dlaposal:  Files  in  this  system  are  retame^  ow 

_ two  vews  Mter  an  employee  or  vohmteer  leaves  the 

\  of  such  request 


fgogaai  tamfbhi  wh-  ^o*  **®- 
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gjttf  md  mMnm:  Country  Dnecton  in  each 

coimtry  in  winch  ACTION/  Peace  Ccrpt  maintaine  a  pfogiam. 

Bacard  aooroe  ral>B»**w  Peace  Coipt  overseas  staff.  The  in- 
(hvidaal  to  whom  die  record  pertains. 

ACnON/lO— 7 

gyUem  wane:  Peace  Corps  Vohatfeer  Extension/Ttansfer/ReenroQ- 
ment  Files — ACTION/IO 

^rstan  location:  Office  of  Special  Services/IO — ACTION  806 
Connecticut  Avenue,  N.W.  Washingtoo,  D.C.  20S25. 

CaWgotlfr  mt  todhrldiads  covered  by  the  system:  Peace  Corps ' 
Trainees  and  Vohmteers 

Catcgorlri  of  records  in  the  system:  Tins  system  consists  ot  a  log 
bxik  containing  the  details  of  aD  extensknis,  transfers,  reenroQ- 
ments  or  reinstatements  of  volunteers  and/or  trainees  in  the  Peace 
Corps.  The  specific  deUub  of  the  information  contained  include  the 
name  of  the  v<dunteer/trainee.  the  coun^  of  assignment,  the  pro¬ 
gram  number  and  dates  during  winch  actions  occurred. 

Anttsorlty  for  msharnanrr  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  Section  2301,  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  hschidlag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  th^ 
records  and  files  have  no  routine  uses  other  than  those  stated  in  the 
general  statement  of  uses  and  limitations. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retainhig, 
and  iHspnsIng  of  records  in  the  qrtem: 

Storage;  The  log  book  is  maintained  in  the  Office  of  Special  Ser¬ 
vices  in  a  metal  cabinet  in  a  room  locked  during  otf  duty  hours  in  a 
building  with  a  24  hour  security  guard. 

Retrievabflity:  The  records  are  indexed  in  alphabetical  order  by 
country  of  assignment. 

Safeguards:  These  records  are  not  considered  sensitive  or  con- 
fidential.  They  are  generally  availaUe  to  enqdoyees  ai  ACTION 
having  a  need  for  them  in  the  performance  of  their  duties.  ^ 

Rctentioa  and  disposal:  The  records  in  this  system  are  maintained 
for  five  years  and  then  destroyed  by  burning  or  shredding. 

System  msasgerfs)  and  address:  Chief,  Office  of  Special  Ser¬ 
vices/IO,  ACTION,  806  Connecticut  Avenue,  N.W.,  Washington, 
D.C.  20525. 

Record  sonrcc  categories:  Information  contained  in  the  system  is 
obtained  from  the  following  categories  of  sources:  Peace  Corps 
Country  Staff  Individual  Volunteers  and  Trainees.  Staff  of  the  Of¬ 
fice  of  Special  Services. 

ACTKMf/IO-^ 

System  name:  Peace  Corps  Medical  Evacuation/Administrative 
System — ACTION/IO 

System  Iscatlon:  Office  of  Medical  Affairs/ACTION  806  Connec¬ 
ticut  Avenue,  N.W.  Washington,  D.C.  20525. 

Categsriee  of  indivldiiala  covered  by  the  system:  Peace  Corps 
volunteers  and  trainees  who  have  had  medical  problems  effecting 
their  continued  service. 

Calegorier  of  records  hi  the  system:  A.  For  Peace  Corps  trainees 
and  vc^nteers  medicaDy  cleared  to  resume  service  after  interrup¬ 
tion  for  medical  reasons  die  fdes  contain  caUes,  memos,  lettexs 
and  forms  havn^  to  do  with  travel,  per  diem,  and  medical 
clearance.  B.  For  volunteers  and  trainees  who  have  been  medically 
terminated,  the  information  contained  in  subparagraph  A  is  for¬ 
warded  to  the  Office  of  Special  Services  for  maintenance  in  die 
Penx  f'orps  termination/ccMisultation  system.  C.  A  permanent 
record  card  is  maintained  in  a  file  box  which  includes  the  name  ot 
the  volunteer,  his  home  of  record,  his  next  of  kin  and  Peace  Corps 
project  number.  D.  For  vedunteers  completing  service  but  terminat¬ 
ing  in  Washington  as  a  result  of  medical  consultation,  the  file  con¬ 
tains  aB  of  the  above  listed  material  and  a  permanent  record  card 
as  aforesaid  is  also  maintained. 

AWharhy  far  asainlenaacc  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  2501.  2504. 

Ronteac  uses  af  records  mahifsinert  in  the  system,  hscladhig  catego¬ 
ries  of  oners  and  the  purposes  of  such  naes:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  To  Federal 
i^eocies  having  a  need  to  verify  volunteer  digOulity  for  special 
consideration  for  Federal  employment  under  Executive  Qnder 
11103,.. 

Policies  and  practices  for  starlag,  retrieving,  aooeasing,  retaining, 
and  dhposhig  of  records  la  the  sytenu 


Storage:  Files  are  maintained  in  folders  in  metal  ffle  cabinets  with 
manipulation  proof  combination  locks. 

Rctsievaliillty:  Recorxls  are  indexed  in  alphabetical  order.  • 

Safegaaids:  Recosds  are  avaOaUe  only  to  persosmel  of  the  Office 
oi  Medical  Affairs  and  selected  offidals  of  ACTION  having  a  need 
for  information  from  such  records  for  the  performance  of  their  du- 
ties.  _ 

Retentkai  asid  dtsposnl:  These  records  are  maintained  in  the  Of- 
ffee  of  Medical  Affairs  for  three  years  and  dien  destroyed.  A 
record  card  as  indicated  above  is  permanently  maintained  in  the  Of- 
ffee  of  Medical  Afifoirs. 

System  maiingrtts)  and  addkesa:  Director,  Office  ot  Medical  Af¬ 
fairs,  ACTION  806  Connecticut  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Record  aouree  categories;  Peace  Corps  overseas  staff  Office  of 
Medici!  Affairs  staff  Individuid  vohioteers  and  trainees  Physicians 
and  other  medical  personnel.  . 

ACnON/IO— 9 

System  nasne:  Peace  'Cof^  Medical  Evacuation 

Cards— ACnON/IO 

System  loadioa:  Office  of  Medical  Affairs,  ACTION  806  Connec- 
ticue  Avenue,  N.W.  Washii^ton.  D-C.  20525. 

Categories  of  individuals  covered  by  the  system:  Peace  Cmps 
volunteers  and  trainees  who  have  had  medical  problems  requiring 
medical  evacuation  to  Washington. 

rategnries  of  records  In  the  system:  These  cards  contain  the  name 
of  the  individual  involved,  a  short  description  ot  the  medical 
proUem,  a  record  of  the  consulting  physician,  treatment, 
nospitaliution  and  final  disposition  ot  the  case. 

Authority  for  nudntenanoc  of  the  system:  The  Peace  Corps  Act,  22 
U.S.C.  25a,  2504(e)  and  various  provisions  of  the  Peace  C!oq;)s 
Manual  relating  to  h^th  care. 

Routine  uses  of  records  nwhitained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
cared  and  files  may  be  chsclosed  and  used  as  fcdlows:  a.  To  physi¬ 
cians  or  other  medical  personnel  directly  invedved  in  the  medical 
care  of  Peace  Corps  vedunteers  or  trainees  and  having  a  need  for 
such  records  for  the  provision  of  such  services,  b.  In  view  of  Peace 
Corps*  policy  of  maintaining  medical  confidentiality  these  cards  are 
not  otherwise  disclosed  outside  of  the  agency,  and  within  the  agen¬ 
cy,  only  to  personnel  ot  the  Office  of  Medical  Affairs  or  selected 
medical  staff  of  ACTION  having  a  need  for  knoudedge  of  such 
records  in  the  perfcomance  of  their  official  duties. 

PoUctes  and  pructioes  for  atarhig,  retrieving,  aoceseing,  retalnfaig, 
and  disposing  of  records  in  the  sytem: 

Storage:  Cards  are  maintained  in  metal  file  cabinets  with  numqHi- 
lation  proof  combination  locks. 

Retrievability:  Records  are  indexed  in  ak^betical  order. 

Safegiierds'  C^ards  in  the  system  are  available  only  to  apfHopriate 
-personnel  ot  the  Office  of  Medical  Affairs  having  a  need  for  such 
record  in  the  performance  of  their  official  duties  as  such.  Informa¬ 
tion  from  these  records  may  be  provided  to  other  ctffidals  of  AC¬ 
TION  having  a  need  for  such  knowledge  in  the  performance  of 
their  official  duties. 

Retention  and  iMapoml;  These  records  are  maintained  in  the  Of¬ 
fice  of  Medical  Affairs  for  three  years  and  then  destroyed. 

System  managafs)  amd  address:  Director,  Office  of  Medical  Af¬ 
fairs,  ACTION  806  Connecticue  Avenue,  N.W.,  Washington,  D.C. 
20525. 

Hsoord  source  categories:  Peace  Corps  overseas  staff  Office  of 
Medical  Affairs  staff  Individual  vohmteers  and  trainees  Physicians 
and  other  medical  personneL 

ACTKRI/IO— 10 

System  name;  Peace  Corps  Volunteer  Terminatioo/Consultation 
System — ACTTON/IO 

SyaSem  locution;  Office  of  Special  Servicea/ACITON  806  Connec¬ 
ticut  Avemie,  N.W.  Washington,  D.C.  20525. 

Cntegoriea  of  ladivldnals  covered  by  the  system:  Present  and 
former  Peace  Corps  volunteers  and  trainees  who  have  terminated 
prior  to  the  end  of  their  tours  or  been  returned  to  Washington  for 
consultation. 

Categoriea  of  rooords  la  the  eyslrm-  A.  Individual  vohm- 
teer/trainee  files  contain  the  following  infonnation:  1.  Termination 


ACnON 
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document  2.  Descriptioa  of  service  3.  Tenmnatidn  repost  or  the 
statement  of  resignation  4.  Financial  information  statement  S. 
Travel  agrecasent  6.  Case  summary  7.  Recommendations  of  AC- 
TlCm/Wasliingloo  staff  8.  Relevant  cabins  9.  Early  termination 
quesAioonaires  B.  A  mondily  early  termination  log  containing  infor¬ 
mation  from  the  above  files  is  maintained.  It  contains  the  foBowing 
infomiation:  1.  Name  of  vohmteer/tiamee  2.  Social  Security 
nundwT  3.  Project  number  4.  Dale  and  coded  reason  for  termina- 
tion.  C.  A  log  is  numdained  known  as  the  eariy  termination  project 
log  coidaining  information  from  the  above  files  including  the  name 
of  the  votunteer/trainee,  the  date  and  the  coded  reason  for  termina¬ 
tion.  D.  An  early  termination  permanent  card  file  is  maintained  by 
name  of  the  vchmSeer/trainee  as  a  quick  reference  to  paragraph  A 
above. 

Anihatlly  far  maialaHBMC  ef  the  sjraleas:  The  Peace  Corps  Act,  22 
UJS.C.  2301  et  seq.  and  various  provisiotu  of  the  Peace  Corps 
Manual  and  the  Foreign  Affairs  Manual  relating  to  conduct  a^ 
performance  of  individuals  serving  in  Peace  Corps  progruns  as 
volunteers. 

Banttae  nsm  af  rseatds  makalained  in  the  system,  hichirthig  catego¬ 
ries  af  aaera  mal  the  parpoaes  at  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows:  To  Federal 
agencies  hava^  a  need  to  verify  volunteer  eligibility  for  special 
consideration  for  Federal  employment  under  Executive  CMer 
11103. 

^MKIBS  ■■■  praCBBCB  Wm 

and  dhpaahg  af  rseardi  hs  the  sytcas: 

Slarage:  Rles  me  maintained  in  folders  in  metal  fie  cabincto  with 
maiqiNilation  procrf  combination  locks  when  not  m  immcdiatr  use. 

■ctrievaMHty:  Records  are  indexed  in  alphabetical  order. 

Ssdcgaards:  Records  in  the  system  are  available  only  to  ap- 
propriale  personnd  in  the  Office  ot  Special  Services  and  other  ap¬ 
propriate  officials  of  ACTION  with  t^  need  for  such  records  for 
the  performance  of  their  duties. 

RcScntian  and  dhpaaal:  Records  in  the  system  are  maintained  in 
the  Office  of  Special  Services  for  two  years  and  then  sent  to  the 
Federal  Records  Center  where  they  are  maintained  for  fifteen  years 
and  then  destroyed. 

System  asanagerfs)  and  address:  Chief,  Office  of  ^lecial  Services. 
ACTION  806  Connecticut  Avenue,  N.W.,  Washington,  D.C.  20S23. 

Baeatd  aanvee  categories:  Information  contained  in  the  system  b 
obtained  from  the  following  categories  of  sources:  Peace  Corps 
volunteers  and  trainees  including  the  individual  about  whom  the 
record  is  maintained.  Peace  Corps  Overseas  Staff  Staff  of  the  Of¬ 
fice  of  Special  Services  Peace  Corps  Washington  Staff  Job  Super¬ 
visors 

ACTKR4/10— II 

Systam  nansa:  Peace  Corps  Volunteer  Emergency  Leave  Records 

*Tjslrm  lacstlan:  Office  of  Special  Services/ ACTION  806  Coimec- 
tkot  Avenue,  N.W.,  Washingtoo,  D.C.  20325. 

Categaalei  af  tadMdaals  cohered  by  the  syalcm:  Peace  Corps 
Trainees  and  Vohmteers 

rasrgaaha  af  racamlB  hi  the  system:  A.  Fact  sheeU  giving  details 
at  the  emergency  requiring  emergency  leave,  notes  and  cables  on 
the  and  course  of  the  emergency,  cost  information,  and  a 

volunteer  ACTION  report.  The  system  also  contains  a  card  file 
consistmg  of  an  alph^etkal  arrangement  which  contains  name,  ad¬ 
dress,  country,  project,  dates  of  service  and  ultimate  conclusion  of 
the  case  as  well  as  a  monthly  log  listh^  vohuiteers  and  trainees 
home  on  emergency  leave  by  name  giving  reasons  for  the  emergen¬ 
cy,  departure  dates,  cost,  estimated  time  of  return  and  remarks 
concerning  the  emergency. 


Aathsalty  lor  maintananoa  sf  the  tymam-  The  Peace  Corps  Act. 

(22  U.S.C.  Section  2301). 

rks  of  uaen  and  the  pnrpoaea  sf  aneh  naas:  See  prdimtnary  state¬ 
ment 

PoHdes  sskI  pnctlocs  har  alashig,  ratiievhig,  acoamhsg,  ratalnkig, 
and  diapaahig  of  reoonh  far  the  aySamc 

Storage;  Files  are  maintainrd  in  folders  in  metal  file  cabmets  with 
mantpulation  proof  combination  lock. 

Ratrlevabilily:  Records  are  indexed  in  aiphabatical  order. 

Safegaards:  Recotxls  in  this  system  are  availabir  to  personnel  of 
the  Office  of  Specid  Services  a^  other  officials  of  ACTION  need¬ 
ing  such  records  in  performance  of  their  duties. 

BaSsnHtai  and  dhpaaal:  Records  in  this  system  are  maintained  for 
two  years  and  then  destroyed  by  shredding  or  burnmg. 

System  aamagerfs)  and  addrraa;  CSaaf,  Office  of  Special  Ser- 
vic^ACnON  806  C!onnecticut  Avemie,  N.W.,  Waahiititon.  D.C. 
20323. 

Raeord  aomee  categorlea!  Individuals  who  are  the  subjects  <rf  the 
system  Family  of  an  mdividual  as  to  whom  records  are  maintainrd 
Ihysicians  St^  of  the  Office  of  Special  Services. 

ACnON/IO— 12 

^fstem  nansa:  Overseas  Staff  Personnel  Records  x 

Systam  lacnHon;  These  records  are  maintained  in  the  office  of 
each  Peace  Corps  program  overseas.  There  are  at  present  an  excess 
of  60  such  offii^  and  this  number  fluctuates  fiom  time  to  time  as 
programs  are  added  or  withdrawn.  A  complete  liat  with  specific  ad¬ 
dresses  will  be  provided  upon  request  to  the  Director  of  Adminis¬ 
trative  Services,  ACTTKJN,  806  (Connecticut  Avenue,  N.W., 
Washington,  D.C.  20323.  A^  particular  country  in  which  Peace 
Corps  maintains  a  program  may  be  addressed  by  writing  to  the 
Country  Darector,  c/o  the  American  Embassy  in  su^  country. 

CaSsgorleB  of  ladhrldnals  covered  by  the  systann'Staff  employees 
of  ACrnON  serving  overseas  who  are  United  Stales  Citizens. 

Categorlea  of  records  hs  the  system:  These  records  contain  copies 
at  personnel  actions  affecting  overseas  staff,  copm  of  persoimel 
evaluatioos  retained  in  the  (Country  FQes,  and  an  mventory  list  of 
(jovernment  property  contained  in  residenices  of  overseas  sUdf . 

Authority  far  amintenaBOC  of  the  systemT  The  Peace  Corps  Act  22 
U.S.C.  Section  2301  and  pertinent  sections  ai  the  Foreign  Affairs 
Mamial  adopted  by  Peace  (Corps  and  of  the  Peace  Corps  ManuaL 

Routine  oaes  of  records  mainlahHd  fa  the  system,  fadudfag  cutsga- 
rlcB  of  users  and  the  purposes  of  such  uaar  See  Preliminary  State¬ 
ment. 

Policies  assd  practices  far  storing,  retrkvfag,  aoceasfag,  ratafafag, 
and  disposing  of  records  fa  the  sytem: 

Storage;  Files  are  maintained  in  folders  and  metd  Qe  cabinets 
with  three  way  combinatioo  locks. 

Ratrlevabllity:  Records  are  indexed  in  a4>habetical  order. 

Safagumda:  Records  are  available  only  to  the  (Country  Director 
and  A(7nON  staff  with  a  need  for  such  records  m  the  p^ormance 
of  their  duties. 

Retiutfan  and  dhpaaal:  These  records  are  destroyed  after  the  em¬ 
ployee  leaves  the  courrtry  and  has  completed  aB  appropriate 
clearance  procethoes,  including  obtaining  receipts  for  any  property 
contained  in  inventories. 

System  nwmiger(s)  asul  address ;  The  (Country  Director  in  each 
country  in  which  Peace  (Corps  serves. 

Record  source  categorfas:  The  individual  emidoyee  to  wdiom  die 
record  pertains.  Supoirisors  and  ACTION  personnel  offkiab. 
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SMALL  BUSINESS  ADMINISTRATION 
,  PRIVACY  ACT  OF  1974 
Notice  of  Sterns  of  Records 

The  Privacy  Act  of  1974  (Pub.  L.  93- 
579),  found  in  5  U.S.C.  552a,  provides 
certain  safeguards  for  an  individual 
against  invasion  of  personal  privacy.  As 
part  of  the  Act  all  agencies  are  required 
to  publish  in  the  Federal  Register  at 
least  annually  a  notice  of  the  existence 
and  character  of  each  system  of  records 
maintained  by  the  agency  from  which 
personal  information  is  retrieved  by  the 
name  of  the  individual  or  by  some  identi¬ 
fying  particular  assigned  to  that  indi¬ 
vidual. 

In  accordance  with  5  U.S.b.  552a(e)  (4) 
and  (11)  the  Small  Business  Adminis¬ 
tration  is  submitting  the  following  no¬ 
tices  of  systems  of  records  maintained 
by  the  Agency.  Although  the  Act  re¬ 
quires  only  publication  for  comment  of 
the  propo^  “routine  uses”  of  the  par¬ 
ticular  systems  of  records,  public  com¬ 
ments  on  all  parts  of  the  notice  are  in¬ 
vited.  Persons  interested  in  sulmiitting 
written  comments,  data,  reviews  or  ar¬ 
guments  concerning  the  notice  may  ad¬ 
dress  their  comment*;  to  Privacy  Act 
Tsisk  Force  (Chairman,  Room  1028,  Small 
Business  Administration,  1441  ‘L’  Street, 
N.W.,  Washington.  D.C.  20416,  on  or  be¬ 
fore  [September.  27,  19751.  All  written 
comments  received  through  this  date  will 
be  considered  prior  to  publication  of  the 
final  notice. 

Dated:  August  2, 1975. 

Thomas  S.  Kleppe, 

Administrator, 

Small  Business  Administration. 


The  following  notice  of  systems  of  rec¬ 
ords  proposed  for  adopticm  by  the  Small 
Business  Administration  makes  referaice 
to  addresses  of  Agmcy  offices  and  reccxxl 
centers  where  Agency  records  are  main¬ 
tained.  Appendix  A  lists  addresses  for 
the  Central  Office,  the  10  regional  offices, 
the  64  district  offices,  and  the  18  branch 
offices  located  throughout  the  United 
States.  Each  of  the  systems  contained  in 
the  notice  may  be  found  at  some  or  all 
of  these  offices. 

Appendix  B  lists  addresses  of  national 
centers  not  maintained  by  the  Small 
Business  Administration  where  Agency 
records  are  also  located.  The  Small  Busi¬ 
ness  Administration  is,  likewise,  respon¬ 
sible  for  all  of  its  records  maintained  in 
these  centm  and  the  notice  refers  to 
these  centers  where  appropriate. 

Appendix  A 

Central  Office,  1441  L  Street,  N.W.,  Washing¬ 
ton,  DO  20416 

Boston  Regional  Office,  160  Causeway  Street — 
10th  Floor,  Boston,  MA  02114 
New  York  Regional  Office,  26  Federal  Plaaa, 
New  York,  NY  10007 

PhUadelphla  Regional  Office,  Suite  646 — ^Weet 
Lobby,  One  Bala  Cynwyd  Plaza,  231  St. 
Asaphs  Road,  Bala  Cynwyd,  PA  ie(>04 
Atlanta  Regional  Office,  1401  Peachtree 
Street,  NR.,  AUanta.  OA  30300 


raOPOSB)  MIUI 


Chicago  Regional  Office,  219  South  Dear¬ 
born  Street,  Chicago,  IL  60604 
DaUas  Regional  Office,  1720  Regal  Row — Suite 
230,  DaUas.  TX  75236 

city  Regional  Office,  011  Walnut 
Street — 23rd  Floor.  Kansas  City,  MO  64106 
Denver  Regional  Office,  721  19th  Street — 
Room  426A,  Denver,  CO  80202 
San  nanclsco  Regional  Office,  460  Golden 
Gate  Avenue — ^Box  36044,  San  Francisco. 
CA  94102 

Seattle  Regional  Office,  Dexter  Horton  Build¬ 
ing,  710  Second  Avenue,  Seattle,  WA  08104 
Boston  District  Office,  150  Causeway  Street — 
10th  Floor,  Boston,  MA  02114 
Augusta  District  Office,  40  Western  Avenue, 
Augusta,  ME  04330 

Concord  District  Office,  56  Pleasant  Street, 
Concord.  NH  03301 

Hartford  District  Office,  450  Main  Street, 
Hartford,  CT  06103 

Montpelier  District  Office,  87  State  Street, 
Montpelier,  VT  06602 

Providence  District  Office,  57  Eddy  Street, 
Providence,  RI  02903 

New  York  District  Office,  26  Federal  Plaza — 
Room  3100,  New  York,  NY  10007 
Hato  Rey  District  Office,  Pan-American 
Building — 6th  noor,  265  Ponce  De  Leon 
Avenue.  Hato  Rey,  PR  00919 
Newark  District  Office,  970  Broad  Street — 
Room  1635.  Newark,  NJ  07102 
Syracuse  District  Office,  Fayette  &  Sallna 
Streets,  Syracuse,  NY  13202 
Philadelphia  District  Office,  Suite  400 — East 
Lobby,  One  Bala  Cynwyd  Plaza,  231  St. 
Asaphs  Road.  Bala  Cynwyd,  PA  19004 
Clarksburg  District  Office,  109  North  Third 
Street,  Clarksburg.  WV  26301 
Pittsburgh' District  Office,  1000  Liberty  Ave¬ 
nue,  Pittsburgh,  PA  15222 
Richmond  District  Office,  Federal  Building — 
Room  3015,  400  North  Eighth  Street,  Rich¬ 
mond,  Va.  28240 

Baltimore  District  Office,  7800  York  Road. 
Towson,  MD  21204 

Washington  District  Office,  1030  16th  Street, 
N.W..  Washington,  DC  20416 
Atlanta  District  Office,  1401  Peachtree  Street, 
N.E..  Atlanta,  OA  30309 
Blrml^ham  District  Office,  908  South  20th 
Street,  Birmingham,  AL  35206 
Charlotte  District  Office.  222  South  Church 
Street.  Charlotte.  NC  28202 
Columbia  District  Office.  1801  Assembly 
Street,  C<rfumbia,  SC  29201 
Miami  District  Office.  2222  Ponce  De  Leon' 
Blvd.— 54h  Floor.  Coral  Oahles,  FL  33134 
Jackson  District  Office.  Petroleum  Building — 
Boom  690,  200  East  Pascagoula,  Jackson, 
MS  39201 

Jacksonville  District  Office,  400  West  Bay- 
Street,  Jacksonville,  FL — for  Mailing  Pur¬ 
poses — P.O.  Box  3506,  Jacksonville.  FL 
32202 

Louisville  District  Office,  Federal  Office  Build¬ 
ing — ^Room  188,  600  Federal  Place,  Louls- 
vUle,  KY  40202 

Nashville  District  Office.  Parkway  Towers — 
Room  1012,  404  James  Robertson  Parkway. 
NashvUle,  TN  37219 

Chicago  District  Office,  219  South  Dearborn 
Street,  Chicago.  IL  60655. 

Cleveland  District  Office,  AJC  Federal  Build¬ 
ing — Room  317,  1240  East  Ninth  Street, 
Cleveland,  OH  44199. 

Columbus  District  Office,  34  North  High 
Street.  Columbus.  OH  43216 
Detroit  District  Office,  129  Washington  Blvd., 
Detroit,  MI  48226 

Indianapolis  District  Office,  Federal  Build¬ 
ing — 5th  Floor,  575  North  Pennsylvania 
Street,  Indlanap<dls,  IN  46204 
Madison  District  Office,  122  West  Washing¬ 
ton,  Ave.,  Madison,  WI  53703 
Mlnnei^lls  District  Office.  Plymouth  Build¬ 
ing — Room  630,  12  South  Sixth  Street, 
Minneapolis,  MN  65402 


Albuquerque  District  (NBce,  Patio  Plaaa 
Building,  5000  Marble  Ave.,  NR..  Albuquer¬ 
que;  NM  87110 

Dallas  District  Office,  1100  Commerce  Street. 
Dallas.  TK  75202 

Houston  District  Office,  Niels  E^>er8on  Build¬ 
ing — Room  1210,  808  Travis  Street,  Hous¬ 
ton,  TX  77002 

Little  Rock  District  Office,  611  Gaines  Street- 
Suite  900,  UtUe  Rock.  AB— For  MaUlng 
Purposes — ^P.O.  Box  1401,  Little  Rock,  AR 
72201 

Lower  Rio  Grande  Valley  District  Office,  219 
East  Jackson  Street,  Harlingen,  TX  78550 
Lubbock  District  Office,  712  Federal  Office 
Building  and  UB.  Coxirthouse.  1205  Texas 
Avenue,  Lubbock,  TX  79401 
Marshall  District  Office,  505  East  Ttavls 
Street,  Marshall.  TX — ^For  Mailing  Pur¬ 
poses — ^P.O.  Box  1349,  Blarshall,  TX  75670 
New  Orleans  District  Office,  Plaza  Tower — 
17th  Floor,  1001  Howard  Avenue,  New  Or¬ 
leans,  LA  70113 

Oklahoma  City  District  Office.  60  Penn 
Place — Suite  840,  CBUahoma  City,  OK 
73118 

Sim  Antonio  District  Office,  301  Broadway. 

San  Antonio,  TX  78205  • 

Kansas  City  District  Office,  911  Walnut 
Street — 24th  Floor,  Kansas  City,  MO  64106 
Des  Moines  District  Office,  210  Walnut 
Street,  Des  Moines,  lA  60309 
Omaha  District  Office,  215  North  17th  Street. 
Onutha,  NE  68102 

St.  Louis  District  Office.  210  North  13th 
Street — ^Boom  520,  St.  Louis,  MO  63101 
Wichita  DUtrlot  Office,  120  South  Market 
Street.  WlchiU,  KS  67202 
Denver  District  Office,  721  19th  Street— Room 
426,  Denver,  CO  80203 
Casper  District  Office,  Federal  Building — 
Room  4001, 100  East  B  Street,  Casper,  WY— 
For  MaUlng  Purposes— P.O.  Box  2889,  Cas¬ 
per,  WY  82601 

Fargo  District  Office,  Federal  Office  Building — 
Room  218,  653  Second  Avenue  North,  Far¬ 
go.  NI>— For  Mailing  Purposes— P.O.  Box 
3066  Fargo.  ND  58102 

Helena  District  Office,  613  Helena  Avenue. 
Helena,  MT — ^For  Mailing  Purpoees — P.O. 
Box  1690,  Helena.  MT  69601 
Salt  Lake  City  District  Office.  125  South  State 
Street— Room  2237  Salt  Lake  City,  DT 
84138 

Sioux  Falls  District  Office,  Eighth  and  Main 
Avenue,  Sioux  Falls,  SD  67102 
San  Francisco  District  Office,  460  0<riden 
Gate  Avenue — Box  36044  San  Francisco. 
CA  94102 

Honolulu  District  Office,  1149  Bethel  Street — 
Room  403,  Honolulu,  HI  96813 
Las  Vegas  District  Office.  301  East  Stewart. 
Las  Vegas,  NV — ^For  Mailing  Purposes — ^Box 
7527,  Downtown  Station.  Las  Vegas,  NV 
89121 

Los  Angeles  District  Office.  849  South  Broad¬ 
way,  Los  Angeles,  CA  90014 
Phoenix  District  Office,  112  North  Central 
Avenue,  Phoenix,  AZ  85004 
San  Diego  District  Office,  110  West  C  Street — 
Suite  705,  San  Diego,  CA  92101 
Seattle  District  Office,  Dexter  Hinton  Build¬ 
ing,  710  Second  Avenue.  Seattle,  WA  98104 
Anchorage  District  Office,  Suite  300 — ^Anchor¬ 
age  Legal  Center,  1016  West  Sixth  Avenue, 
Anchorage,  AK  99501 

Boise  District  Office,  316  North  Eighth  Street. 
Boise,  ID — r<jr  Mailing  Purposss — ^P.O.  Boa 
3618.  Boise.  ID  83701 

Portland  District  Office,  700  Ptttook  Block. 
921  Southwest  Washington  Street.  Port¬ 
land.  OR  97305 

SpiUume  District  Ofllee,  651  UB.  Courthouse, 
Spokane,  WA.  For  Mailing  Purposes  P.O. 
Box  2167,  ^Kdnme,  WA  99120 
Elmira  Branch  Office,  1061  South  Main  Street, 
Elmira,  NY  14904 
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Buffalo  Branch  Office,  Federal  Building — 
Room  1112,  111  West  Huron  Street,  Buffalo, 
NY  14202 

Charleston  Branch  Office,  Charlestcm  Na¬ 
tional  Placa^-Suite  628,  Charleston,  WV 
25301 

Harrisburg  Branch  Office,  1500  Nmith  Second 
Street,  Harrisburg,  PA.  For  Mailing  Pur¬ 
poses — P.O.  Box  6,  Harrisburg,  PA  17106 

Wilkes-Barre  Branch  Office,  Provincial  Tower 
Building,  34  South  Main  Street,  Wilkes- 
Barre,  PA  18701 

Wilmington  Branch  Office,  Federal  Build¬ 
ing — ^Boom  3015,  844  King  Street,  Lockbox 
10,  Wilmington,  DE  19801 

Biloxi  Branch  Office,  Oulf  National  Life  In¬ 
surance  Building — ^2nd  Flom’,  111  FTed  Hals 
Blvd.,  BUoxl,  MS  30530 

Knoxville  Branch  Office,  Fidelity  Bankers 
Building — ^Room  307,  502  South  Oay  Street, 
Knoxville,  TN  37902 

Cincinnati  Branch  Office,  Federal  Building — 
Romn  5524,  560  Main  Street,  Cincinnati, 
OH  45202 

Marquette  Branch  CNBce,  Bullock  Building, 
201  McClellan  Street,  Marquette,  MI  40885 


Milwaukee  Branch  Office,  Continental  Plaza, 
735  West  Wisconsin  Avenue,  Milwaukee, 
WI  53233 

Springfield  Branch  Office,  Rldgely  Building — 
Room  816,  502  East  Monroe  Street,  Spring- 
field,  Hi  62701 

El  Paso  Branch  Office,  417  First  National 
Building,  109  North  Oregon  Street.  El  Paso, 
TK  79901 

Corpus  Cbiistl  Branch  Office,  3105  Leopard 
Street,  Chicago  BuUdmg,  Corptis  Chrlstl, 
TX — ^For  Mailing  Purposes — P.O.  Box  9253, 
Corpus  Chrlstl,  TX  78408  ~ 

Rapid  City  Branch  Office,  Federal  Building, 
515  0th  Street,  Rapid  City,  SD  57701 
Fresno  Branch  Office.  Federal  Office  Build¬ 
ing,  1130  O  Street,  Fresno,  CA  93721 
Agana  Branch  Office,  Ada  Plaza  Center 
Building,  Agana,  Ouam — ^For  Mailing  Pur¬ 
poses — ^P.O.  Box  927,  Agana,  Guam  96910 
Fairbanks  Branch  Office,  601  Vi  Second  Ave¬ 
nue,  Fairbanks,  AK  90701 

Appendix  B 

Civilian  Personnel  Records,  OSA,  111  Winne¬ 
bago  Street,  St.  Louis,  MO  63118 
Federal  Records  Center,  380  Triq>elo  Road, 
Waltham,  MA  02154 
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Federal  Records  Center,  641  Washington 
Street,  New  York,  NY  10014 
Federal  Records  Center.  5000  M^ssahlckon 
Avenue,  Philadelphia,  PA  19149  * 

Federal  Recmds  Center,  Naval  Supply  Depot, 
Building  308,  Mechanlcsburg,  PA  17055 
Washington  National  Records  Center,  Wash¬ 
ington,  DC  20409 

Federal  Records  Center,  1567  St.  Joseph 
Avenue,  East  P(Hnt,  OA  30044 
Fedeial  Records  Center,  7201  South  Learning- 
ton  Avenue,  Chicago,  IL  60638 
Federal  Records  Center,  2400  West  Dorothy 
Lane.  Dayton,  OH  45439 
Federal  Records  Center,  2306  ESast  Bannister 
Road,  Kansas  City,  MO  64131 
Federal  Records  Center.  4900  Hemphill 
Street,  Poet  Office  Box  6216,  Fort  Worth, 
TX  76115 

Federal  Records  Center,  Building  48,  Denver 
Federal  Center,  Denver,  CO  80226  _ 

Federal  Records  Center.  Building  1,  100  Har¬ 
rison  Street,  San  Francisco,  CA  94105 
Federal  Records  Center.  4747  Eastern  Avenue, 
Bell,  CA  90201 

Federal  Records  Center.  6125  Sand  Point 
Way.  SetUe,  WA  98115 
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SBAOOl  ^ 

Swim*  lume:  Accountoble  Property  File— SBA^  * 

°tL*.  l«lW4~b 

_"^***r*  .  to  llie  wilem:  Listing  ot  items  ^  1 

^^***®^  oroStyrf  the  Small  Business  Admuus-  ^ 

ciu^yccs  ^  '  _— jinyee’s  signature  verifying  possession. 

5  U.S.C.  301;  15  U.S.C.  , 

-  ft? Bf  w^rtir  maMiriwd  ki  system,  tocludlngcte**i>- 

ajL  innrpoms  si -teh !««  For  In^  Use 

Ston«e:  Records  are  kept  in  file  folders  or  «biwto. 

Kditevability:  Records  are  indexed  by  *“***2^  “  «_ 

SC^Access  to  reconte  is  generally  Ui^ 

*P—=  l«~>^  “•  d  2  y— 

_  ..  ^  onto*.  Re^ 

I,S5!!i.“l!S3?  DteSon.  Bnnch  M«M,ef..  Se.  Anpento  A 
for  addresses.  .  i«lividu*l  may  inquhe  as  to  whether 

Regional  Director  for  Repon^ 

District  Director  for  District 

Branch  Manager  for  Brandi  Office  » 

SE^Sdrwefrf  these  of fices  are  cont^ 

-  .  _ Bceeedaies:  In  response  to  a  request  by 

ina  to  him  or  her,  the  Prwacy  A  forth  the  procedures  for 

^  «<srTs  i.. 

di«Ju.l.  te  o.^  on »»  dairio*  u.  c«««  or 

“j“rtS;rSriss  isSg'^ 

^  <S  prop««J  -»e«<tor«  U.  W- 

SBA005 

^ — - -  Advisory  Council  File — SBA003 

^!SjLrn.r«SSL*^^  B  for  FRC  «. 

ct  l.dh*l~l.  rorrr^  ^iTS^iiiS 

.  to 

SBA  Adviwr  C~»f*  .._.  1,^.  ,y^  ,<  record,  con- 

Categarki  el  recerds  In  the  Advisory  Councils 

t«inm  informatioo  rdating  ethnic/nanority  kJentifica- 

.nd  include,  potitied  ^yfgSni.^.*1SS»end^ 

d«..«lco.r«poo^__  ^  ^  j  „  301.  15  U.S.C 

"y-’T  . —  -  .5—.  tol-Nir^ 

-r-tor  ot  C^  r—di.. 

W^tion  about  «i  Adv^  Coun^meo^ 

To  disclose  inforamtion  about  an  Advisory  ixwncu  ii»nu» 
the  genexal  public.  National  Archives. 

To  respond  to  requeste  from  the  Nimonaij^^  htndei*  and 

Sionve:  Tliese  lecord.  are  maiMamed  m  file  folders,  bmdei* 

‘‘IS.SIb.,:  Tire- r~».d.  «  indeed  1,  Ite  Co«^ 
or  prospective  Counefl  member  s  name. 


Access  to  and  use  of  these  rec^  « 

iSS^offidj^ 

jiSToJissr'.- 

these  records  for  five  years  and  then  offers  the  recortls  lor  iian» 
redrelOdk^lAr^y^  ^  OfSc^.j^ 

.^-rere:  Ao  iodhndod  W  ioqilto 

“>  to- "•  to 

a  request  in  person  or  in  wntmg  to.  _ ^ 

PHvacy  Act  Office  f<»  Ceotrd^^^J 

Regiooal  Director  for  Reco*** 

Branch  Manager  for  Branch  Office  Records  ...iiiT  a 

d«e  oIBcre  «  co«t-~d  B  Ah*^  A 

dividual,  he  or  she  wiQ  be  so  advised.  .  .  .  .  ««»*!«»  or 

uiv»u»,  _ ■  —  Tiwlividuals  desiring  to  coiwesi  or 

...:g;toS5*sr  -«i? 

SS  Bopo^d  ««~1B».  »  d-  wc- 

*"^^  ^**^  cateaorfas’  Individual  to  whom  record  F*y*^’ 

viaory  Council  meriAiers,  Federal  Register. 

SBAOlO 

System  name:  Applicant  Representati^  Files-SB^W 

>!^idw.,ii«o2  Branch.  Dbtrict.  Regional  and  Central  Offices  ol 

^  Individiial.  who 

r>.teMtea  of  hidlvtdnali  covtred  by  the  tjmtm  mwouiw 

session  with  the  pre^ 

plications.  _ ^  This  system  of  records  con- 

taim  informatioo  nnJSMSSve  priviletB,  type  of  service 

Critics  or  cornplainte.  ,  5  u.S.C.  301.  15  U.S.C. 

Aatkorhy  lor  aislatrnsnrf  M  the  symsm. 

634(bX6).44U.S.C.310l.  .  .  - - - 

f ^  T»»«“  records  and  infor- 

rlm  of  asers  and  the  pmpam  «  "p* 

in  the  records  may  be  used.  . 

In  the  event  that  a 

and  whether  arising  1^  ***S5L 

indivkiual  as  an  applicant  representetn^ 

Sh»s^.  T3te»e  records  are  mahdmrnxl  «  fite  folder,  and  m  1^^ 

"SLte,|g,Mly:  These  record,  are  indexed  by  repr^^ 

SliZ^Acce..  to  and  use  of  these  re^  «* 

^SfpSIoi  vlS«e  official  <hitimmq«r^^ 
;S::^,S^^topmv«Muna«thort^^ 

nd  il^iesM:  The  syteem  of  record,  is  retamed  m. 

,  d25S1.  raS^DilSSo".  Branch  Mmngera.  See  Aw^StTa 

for  adekeases. 
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^  _ 

""S'::^.rsLSo«c^ 

Regiotial  Director  for  « 

nSt^Ditoctor  for  Datxict  Office  records  « 

Rtmiich  M”***g**  for  Branch  Office  records  ,  ^  * 

■*•**  ““  ^~’^;Srttie'w!SrcJmato?>Sx<l  per^  , 

**  ”^7^  m  ” _  IiKliviiiuaU  desotat  <•  coiileMt* 

^  £,  P~P<«d  ■» 

matron  sought.  applicants  and  appBcatons, 

c,*ssJi.;;r  srssy^ossr ««.  i-svido-  »>  -hom 

record  pertains.  j 

SBAOIS 

System  name:  Appraisers  of  the  Small  Busi- 

««s«  District  and  Branch  «»>««*  “ 

„2rSiSS»..  S»  ApP«.di.Alor«M>«.». 

Caaejorks  of  IndWdnals  covered  by  the  syekm.  indmouai  np- 

P™**”  ^  . _ .  y,  rw  svaicm:  Hus  system  of  records 

C«**tortes  of  ^ijS^JIal  appraisers  including  quahfi- 

tains  informaUon  relaung  to _ notes  on  performance. 

.5  u  s  e. 

Anthortty  lor  asalntenance  or  me  syM»> 

634  (b^.  44  C  ^  ^  ayaj^r,  todudtag'o^ 

uacK  FOTtot^  use  only. 

to  ae  fokfe.,  a»l  oo 

Rec-ds  « W»d  .o 

the  system  contains  a  record  pertaining  to  mm  or  ncr  , 
a  request  in  person  or  m  writing  to. 

District  Director  for  District  Off^ 

Raeord  nceem  lf®***;^,*JJSrt^conta^  record  pertain- 
dividual  to  detenmiw  or  Branch  Manager  wfll  srt 

ing  to  him  or  her.  the  Disti^  D«^  «  SSn»o^If  there  is 

SS  u.  d.  wo,. 

SBA020 

System  um»i  Auctioneers  List— SBA020 

District  and  Regional  Offices  of  SBA.  See  Ap- 

A  for  addresses.  .  .  ^  avatem:  Individuals  who 

rmuorirt  of  todWduals  covered  by  the  symem.  u~* 

are  auctiooeers.  ,y,tem  of  iw»rds  ooo- 

Categartea  of  records  *■  *^  who  u^teiested  in  con¬ 
tains  infonnatioo  Jf  iS^SIding  categories  of  prop^ 

and  bonded. 


U.S.C  301,  13  U.S.C. 


63SS!S!^U.S.C.  3101. 

^  Mm:  Internal  use  only. 

°°J^^..  ««d.  «<  ind«»d  by  ,«clioo»er'.  ii^. 

RataUvaminy*  #im— »  r^ords  are  hnT***d  to 

flaligiimdf  ^*****,*SJf’f  leouire  ipi'^  accem.  Personnel 

th^  wnons  whose  official  duties  rejiire«iCTj«^ 

JSj^,?;^‘Snptoyed  to  prevent  unaidhoi^ 

^lHSM*ddl«oaal:  Records  are  retained  mdtf^ 

mmiitecrfs)  and  addstm;  Regional  Directors,  District 

Se.ApP«di»A  lo..d*^_  „  „  «h«h» 

¥£-S»'S=2^!S^cS22d  in  a„^_a 
.  _  _  __|^^  In  tesponse  to  a  request  by  an  m- 

“**•  contains  a  record  pertain- 

dividual  to  determine  District  Director  will  set 

^LPStoehSiSuSh^  she  win  be  so  advised, 
no  record  Indivkhiala  desiring  *0^“****  " 

^  u.  d«  in-o,. 

“**5l!r**lL  -  --^-  Individual  to  whom  record  pertains,  or 

jss^.  u««  Fa« 

SBA025 

Syatemnmoe:  nf  the  SmaU  Business  Ad- 

Syrtarn  Cct^.  In  some  cases,  elites  are 

mimstra^.and  Offices  where  the  loan 

|L%^A*?i  SBA  -«•  App»d«  B  for 

«»—  by  «-•>—  »'  ““ 

“Stegortes  ol 

tains  detailed  mvestigatKm  include  related  coriespoodence. 

St.  o,  o»»,  « 

634(0X6). «  U  y  ^'O'-  a„  _,6„6  «-«>■ 

""^J^th^Miioacs  of  inch  uses:  These  records  and  infor- 

ries  of  uaert  and  the  pmpo»  « 

potential  v^tion  of  Iw,  general  sutute 

,  SSwory  i.  .OBO".  prior 

'  the  iole^Sii.  rocord.  " 

Sttwd  with  the  responsfl^  of  mvMto^OT  or^^  ^ 

To'PS  G«~»>  Acco««ti«  «r«  ■<*  I«^ 

tbatte  inf ormatioo  »  relevant  and  necessary  to  me 
Sion«e:  These  records  are  maintained  in  file 

«-  i^S!mWllly:Tlicae  records  are  indexed  by  reo^ 

**'  -  to  and  use  of  these  rec^  are 

[ty  SalarmrnK  Ac^m  <rf&aal  duties  require  such  access.  Personnel 


_ ,«»«  voi.  4*  «.  .«-«««-•»’'.  ”■ 
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■-.  - - 1.  Records  are  maintained  by  SBA  for  tno 

and  arc  then  ****>^^7^ 

for  five  year,  and  then 

dertroyed.  _  ^  ^  Ojjjcer.  DUtrict 

dSJSI.  See  Appendix  A  for 

individual  may  inquire  as  to  whedier 

StS  Director  for  District  Office  recor^ 

di!lS\o"SSJEr^^ 

SLU  Xx»d% 

reasons  for  contestmg  it  and  the  proposed  amenomem 

«s«rte.-  Financial  institution  reports  mid 

U.S.c!«2.  (kX2).  aO  investiga^  2e 

for  law  enforcement  purposes  is  ^?^X3),  (d). 

cess,  and  contest  L  wtotions. 

(eXDt  (eX^XG),  (H),  and  (D.  the  purpose  of 

•mis  exemption  is  rtS^.  as 

5‘sC*6S(bX6)lndT5^.S.C.  645(a)).  and 
Svefti^^n.  fn*.  fm.tr.ting  the  invesUgatory  process. 

SBA030 

Syslmn  name:  Automated  Personnel  History-SBi^  a  for  ad- 
SBA  centra  Office.  See  Appendm  A  for  ml- 

of  hufivld-al.  corered  by  the  AH  SBA  en. 

«l  ««rd.  in  tim  system:  Cu« 

dSe.  nMne,  SocW  S.^  ^ 

u.c. 

Anthority  lor  sssIntmaTe  of  me  -y-~— 

634(bX6),  44  U.S.C.  3101.  _  ^  ^  odego- 

A^mber  of  records  in 
rks  of  users  and  the  ^  ^  Qvfl  Service  Com- 

this  system  are  sent  m  a  ^  ^  given  informatioo 

ndssion.  The  General  Accounting  Office  is  aiso  m 

from  thu  system  for  audft  purposes.  .  _  tone 

__  .  .  _  ^  nmrjirAt  M  inaiiit&iikCQ  oo  lapc. 

Slora^  This  system  of  records  is  maimai^^^  bv  the  em- 

RetrievabOlty:  Record,  in  this  system  can  be  retrieved  bytheem- 

oloyee’s  name  or  Social  Security  number. 

Sfdagaards:  Physical  Security  -  authorized  personnel  ***5^ 
iZZmwmi  «aposal:  These  record,  fo™  *  ^ 

RsuHar  uses  of  "****  ****^^^^  ms*  Privacy  Act  Officer.  See 

rtas  of  users  and  the  purposes  of  mch  uacs.  mncy 

Appendix  A  for  address.  i„^  to  whether 

iS  of  this  dlfi^  is  contained  in  Apperufa^^^  by  an  in- 

dividual  to  deter^  13lfpril2v  jSTofficer  will  sot  forth  the 
S  the  individual,  he  or  she  will  be  so  advised. 


lecord  proocrlmes:  Indiviihmls 

amend  information  miwntein^  'tf,?*ll»w^i««rs®h,  die 

«,  the  oMtM  hteJ  ■». 

reasons  for  cantestn«  it  and  the  proposed  amenmnBw 

chvri.  SF  "■r^iSSs.sriStS.'^ 

Change  Formats;  and  Award  Keypunch  Formats. 


SBAUS 

Svalem  mme:  Bankruptcy  Fflmgs  in  South  Carolmn—SBAOM 

AatMM«mk».Se.  Aye^  A  to»J*~  in 

rmi iinrlr-  of  laililihmir  covered  by  the  quMUS.  inmviauw 

So.nhC»nlin.'.tbol..ve^tob;^^ 

bon»«»  -d/oe  r-— • 

*b„  ta^de^redtantan^. 

Amhority  lor  iiishdreanre  of  the  qpnem. 

—  ^  o|  records  msinlained  ha  tha  qr^em,  ladndmg 

th^miU.  o« 

•TtiirMr  These  records  are  maintained  in  a  file  folder. 

Rdrieviiliillty:  Records  are  indexed  by  individiial*. 

-  t,,„^ib  Access  to  and  use  of  these  records  are  toted  to 

Omigliarnr  naxaa  «  -wh  access.  Personnel 

SS^S^?linp»o^to  prevert 

the  syrtem  conttuns  a  Dhecur  ftw  Cohnn- 

‘hiT^  c«»  - 

"S”  ^•••'tShLSr^'wSTcSwimJ'Sort  pSi 

mg  to  nm  or  nra,  records  H  there  n  no  record  of  the  m- 

for  aaimiw  access  to  these  lecoros.  n 
^viduaThc  or  she  wfll  be  so  advised. 

Cuidr sting  reeord  pro«^«  to*toe*sSem^uld° direct  their 

•^.‘;iT‘'xrEsrL 

SBAMO 

nMne*  Boards  of  Survey— SBAD40 

loodhm:  Central  Office.  Regiorial  Offices.  District  Of- 
Soe  Aopendix  A  for  addresses.  _ 

^.f^tafrftaLa-la  ~~ad  »»  <ha  ajr*-:  SBA 

government  vehicle.,  or  other  madeata  of  tom  or  omnam: 

government  yiopaty.  - ^  delude,  the  re- 

Cafrgertes  «f  record,  to  ^  ^  ^ 

P**^  ^^^^^viim  loss  or  daim«e  to  govemmeaf  Pf^op^- 

c«.  »  h^tdkd  h.  Ih.  fa«io-l  Ofa«.  C«.  m-xM* 

h,  Ml  Ilfn.  a  Ih.  aytt  5  UAC.  301.  44  U^C. 
3101,  29  U.S.C.  651-78.  ^  lyal*,  tocln*^  caliva- 

T!jf*ir!^l2^^!!f«fanA  msa:  faSeevent  that  a  suit  is 
rics  of  uisrs  and  toe  ^  referred  to  the  Justice 

Adnumstiation  for  handbag. 
Agency  and  to  the  court,  if  necessary  m  the  cate. 

Storage:  Records  are  kept  in  ffle  *<**“*.  cma  *«-J«wees 

n  ■  h.rfahr  Files  are  indexed  by  the  name  of  SBA  employees 
or  other  individuals  involved  in  toe  case. 
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iSToSSf  « itatei  to 

I.  ««d « ptSritiiSL^^ 

ttMkm^uaddhpo^z  Records  are  maintained  indefinitely. 

sKsStSL'trSpjss'A  fa 

l^iuire  M  to  wither 

rSSSL/^^^ '*2  ^**** 

for  District  Office  records 
•^^**“®*  "«  contained  in  Appendix  A. 

‘*SSrl,*SS.,Sn!SSir  by  M  in- 

i»«  to  him  Of  hmToirSSScr^tSrS^^  • 

District  Director  will  set  ****0“®*  Director  or 

be  so  advised.  of  mdiVKhial.  he  or  she  wiD 

Of 

request  to  the  nffyial  in  tkm  *y***"J  should  direct  their 

reasons  for  contesting  it  and  the  DroDOM^^***  above,  stating  the 
mation  smigiit  ^  ana  tne  inoposed  amendment  to  the  infor- 

o«‘!S*^m:S££..''^'*^  io  the  cm.,  ,«.- 

fflA045 

Sy«*Tia  name:  Borrower  Insurance  F3es _ SBA045 

HoS'SSS  SSE^ 

"Strict  Officc^Si  S7^Tr^L°^- 
trict  Office.  All  other  DisSef  and^SiSf*^/**^  San  Antonio  Dis- 
foimation  in  the  Loan  Ps^.  c.i^.T*?**^**  Wfices  maintam  this  in- 
Catc«rl»  ^  Appendix  A  for  addresses. 

***  Recipients  of  Dis- 

^r*iSoTOauoiriii?^ 

h^ardinsurance  and  ^eral  Fl^lSmuST 

These  records  include  a  coov  of  thn  in«ZI’  Whea- 

of  premium  payments  and  retoS^  corJSpSSSS? 

63^m;Xv.^ilSr  u  s  e.  301.  ,5  U.S.C. 

mation  in  the  recoidTSaTbe 

reapienfs  insunmee  com^ny  as  “ 

^^»ora,e:  These  records  are  maintained  in  file  folder,  and  index 

TTiese  re^  are  indexed  by  recipient  name. 

‘hose  persons  wh^*ofL;1af  records  are  limited  to 

■C~"fa  »  fmployml  m  pmvon  unJCS;5L3*^SlS 

"“tb  -  <fafay«.  whm.  fa 

a  request  m  per«»  or  in  writinTto!^  ^  ®"'***^ 

Os^  Director  for  ^trict  Office  records 
Bran^Manager  for  Branch  Office  records 

fa’SST'JL.*  ■*>“«  'b'  “ta- 

fa  lo  him  Ofherfa  »y»t«m  contain,  a  recoed  penam- 

ao  mcort  of  fa  inclirtdnim,^rS^ teSTJSSd!'  “  “ 

o«ici.l  li«nrSe  aSU’S^.SS^’^r'Ji*  “  ““ 

•«*>.» -«i  fa  pnmo^i  ,S2SS  n^hSS.SS?’^^ 


-faU  WIMKS  AOMMamAHON 


ffome  Administration.  ™*******  •^ban  Development — Farmers 

»  ■  SBAOSO 

Counsding  FBes— SBA050 

Distoict^fice.  Seii ^ 

ol  e®P»oyees. 

notes  and  forms  conadeted  rec«d  system  includes 

aid  supervisors  reSSSj^Jr^^^TS?^^  employees 

310?!****"**'  *"  “fafa"***  «*  fa  ^mon:  5  U.S.C.  301,  44  U.S.C. 

only.  pmposes  of  mch  oses;  Internal  Agency  use 

Storage:  Records  are  kept  in  file  folders. 
ea^tfvirion*of  udexed  by  enqiloyee  name  within 

P*”«“  wfao8^*^k^i^,^  *rem^  records  is  limited  to  those 
»d  by  agreement  P«^  of  time 

a  request  in  person  or  inSSmJ^!^  *o  him  or  her  by  addressing 

Office  records  ' 

;Oj«^ctDnect«  fw  District  Office  records 

dividual  to  determine  whetho-  *°  ®  **^“**‘  by  an  in* 

lag  to  him  or  her,  fa  Remonal  Du????**  •  record  peilaio. 

emeod  iafoiT^?^  SuSSTd  to*fa‘^SeirfalAl'“4^““  " 

request  to  the  official  listed  in  the^b^?^,^^  *f*®i*^ 

rea^  for  contesting  it  and  t£  ********  *f*« 

mation  sought.  *  ana  me  proposed  amendment  to  the  infor- 

Record  soaree  categories:  Interview  betwMan 
visor.  «avicw  oeiween  en^iloyee  and  super- 


S8A055 

*!^**7‘=^*^  o'  cemmem.  Moabem-SBAOSS 
faS:;^”*''”*  °'i'  *«»fa<d  Office.  S«  Appeadi,  A 

,.,^faP^hidMda.l.  .m,^  p, 

“fa'iShJSifaSrrtahiS  £* iSvSfa'SmK^  ? ,!?*"'•  «”■ 

Commerce  who  are  available  as  neederi°^^^i,  Chambers  of 

records  include  a  summary  of  the  inrfivwfc^p*^*^?*^  ^®*^  SBA. 
SBA.  ummary  or  tbe  individual’s  rdatkmsh^  with 

63^^^^i4^s"c  '310r***  "*  5.U.S.C.  301,  15  U.S.C. 

SS'iSS 

o« -  Tiwa-  w  «icB  uses.  Internal  use  only.  ^ 

re^  are  maintained  on  index  cards. 

aid  geographical  area.  *****'**  ***  “dexed  by  individual’s  name 
Ui^  pem?^  «vh^ offi^ dpfa^JJS?  '«»rd,  ace  liafad  to 

«r*fa  b  ■oig^'sasLs*^^. 

every  two  years.***^^*"^’  Records  are  Icqit  indefinitely,  but  updated 
A  fS^ddJST*^*^  mbtoem;  Regional  Director.  See  Appendix 

“  to  whether 

a  reqimit  to  the  RegiorlSDStSSTlSJSi^. 

Tim  address  of  this  office  is  ooBtained  in  Appendix  A. 
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Record  '****  ^^^^^—wMT^iwCTrd  pertain-  ■“ 

divktael  to  detcni^ ^  set  forth  tte 

procrtfairw  fy  .!.>  win  be  IQ  ■  edviaed. 

of  the  uKhviduel.  he  or  »he  deskiv  to  cootert  or 

nation  loujht.  to  whom  the  record  pert«iii». 

Itococd  iomt*  creetreire:  inrevw—  ^ 

A«ency  employee*.  A 

SBAMO  ^ 

.Ma:  CoOaterel-SBAOfiO^  ^ 

SyUem  teirtttw  District  and  Branch  Office*  m  «-  a 

pendix  A  for  addresses.  _  Recipients  of  Dm- 

*^;a,o.teolla-ly»d-ta«»«^  t 

Mter  Home  Lou».  _ _ .y^teni  of  records  c^  J 

®*  "^ST^  *1  ^Jne^  the  SBA  in  connection  with  ^ 

tain*  iSrhided  in  these  record*are^ 

the  award  of  a  (hsMter  to  SBA.  trust  rec«P^ 

gitters  of  *‘*80*****V^52!S^ootS*SM.  irwurance  poBcie*,  and 
&nd*.  certificates,  nwrtr^. 

agreements  of  exteodiiig  5  U.S.C.  301,  15  U.S.C. 

AnHinthy  ler  amtatenawce  of  me  -r— 

634(bX6).  44  U.S.C.  3^  ^  hrfndhit  efet®- 

Ronlhw  use*  •*  neac^  asm:  These  record*  and  infor- 

of  uaers  and  ****  porpoeea  m 

nation  in  these  records  by  this  Agency  to 

in  the  event  a 

carry  out  criminal  or  regulatory  m 

violation  of  law,  ^*t®***f^  *  statute  or  particular 

nature,  and  whether  order  issued  pursuant 

program  »tat^.  or  system  of  records  may  be 

Sareto.therelev^tre^ujttsim^ 

referred.  wa^toeus^^  W^j^^  with  tl* 

whether  F®***”^  ormecuting  such  violatioo 

or  charged  vnth 

role.  reguUtion  or  orderww^^^^^  penodn: 

To  provide  daU  to  the  General  Accounma 

sur.«  - 

necessary  to  the  IRS  State,  or  local  agenjTr 

<0  • 

routine  use.  ^Sil.  including  *® 

or  ^  settlement  negotiatiooa. 

opposing  counsel  m  t^  „«intained  in  file  foldets.  index 

m3  insulated  combinatioo  safe^^ 

cards,  safety  deposit  indexed  by  recipient  name 

RHrievabUlty:  TTH-e  records  are  mdexed  ny 

and/or  loan  number.  records  are  limited  to 

cSiSf  <iS.» 

those  person*  discloaure. 

screening  «  ®®*’*®r^*^Jhe*e  record*  are  retained  ^  an  m- 
lUt— rton  and  ^*^^iur^haiiedH>ff .  then  dispoaed. 
dividual-sloan»^»*^^^^^  Directors.  Branch 

SnSSau  A 


The  addresses  of  ^  In  re^onae  to  a 

«•*“«*  ^^^5!X»^W^coriatins  a  record  per^ 

dividual  to  ‘^5^"S^?US)r  or  Branch 

*.  «ai  b.  «.  -v«d. 


-  ■.  rautedares:  IndWdnal* 

(hishailBg  recona  ^  svsiem  should  direct  tnen 

Mnend  mformntioo  mamu^ bating  the 

request  to  the  nopoaed  amf~**^  **>  die  infor- 

r^aoos  for  contesting  it  and  the  propoaeu 

^a-arkM  Individ^ 

S«.  oatc-..  -.e 

search  compames. 

SBAiiS 

cw«l  OBic«  of  SMB 

Syalms  Incartnn;  D*rtrict,  Fedeial  Record  Centers.  Sto 

bJS^  Administratioo  Mui  »  B  for  FRC  ad- 

Xj^SSx  A  for  SBA  addresses  and  Appenmx 

dresses.  _  Recipients  of  Di*- 

Calagoste  al  tedWdanh  enmad  h,  the  ajute*  Keo 

aster  Home  Loans.  ^  ^  system  of  recorda  omi- 

SlES  ..  p«  i» 

5n_"C-h  O-—  -  Ab.,-0.  «» 

230— “Receipt  for  P*!!®*®*’  rWwwsd 

Participation  Loons  Purchaaea. 

Defauh  Vouchers  ,  recemt  and  dispoaition  of 

Various  documents  rdatmg todi^ewj^^^^ 
nK»ey  remitted,  issuances  of  past  *ie  nonce. 

_ „  tt.  5  vsc.  301.  IS  U.S.C. 

634<bX6).  44 U.S.C.  310L  ^  ^  ^  _  |,iii  “  g  catega- 

Ronllnc  naea  sf  records  oMteteteto  These  records  and  infor- 

rks  of  teer*  “d  the  pMrpo»  nii^ 

mation  in  the  records  may  i^ariber  of  Congress  regarding 

To  respond  to  a  request  from  a  member  ot  i-ougn^ 

the  status  of  a  to*“-  -  ,«:o«js  maintained  by  diia 

In  the  event  that  a  jiyi;.'.##!*  a  violatioo  or 

^^«***^y  iflLTi  taJJ^SSS^Tcrioiinal.  or 
potential  violatioo  of  ^^J*brtner^^  gene^  statute  or 

regulatory  m  ^  regidatioo,  rule  or  order 

*’‘®S^S«Sru^*eteJ2rrec^  in  the  system 
issued  thMrtc^  use.  to  the 

pursuant  dier^.^^  coOectioa  activities. 

In  the  event  court  actum  «ns«  disclosed,  as  a 

a  recorf  fiom  th«  sy^  2  to  ,  cou^ 

weflasacioss-^erem^^®^^  ^  h^  to 

iiw  thote  persons  v*^****^^  ^Bjaudioriacd  discloauie. 

Offices  are  rrt****®^^  bw  yenmMw^^^  Center  where  d*!^ 
off  and  then  forwarded  to  a  ^ ^  ^  Centrrf  Office 

.  destroyed  e**®' ]5^nwo  yetes  and  then  eWier  forwarfed  to  a 

Federal  Reco.^C«^toury«i»^^ 

D2S^.SSJ&S~A.A«~>aAte-«^ 
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No«llkalkM  prooKlare:  An  incbvkiual  may  inquire  as  to  whether 

record  pertaining  to  iL^IhL  by  Addressing 
a  request  m  person  or  in  wntii^  to;  ' 

Wvacy  ^  Officer  for  Central  Office  recoids 
^tict  Director  for  District  Office  recJS^ 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

ISSS.  “****"“  ~  ««»«*  the  individuS^or  she  wffl 

procedures:  Individuals  desiring  to  contest  or 
m^t  m^tai^  in  the  system  should  direct 

^  ^  official  hsted  m  the  above  paragraph  statinc  the 
SSSS‘sSiS’“***^  ,t  and  the  proposed  anSIKr to  tStd^- 

Bccord  source  categories:  Individual  to  whom  ceenrH 
Agency  employees.  Banks,  and  Loan  Case  File.  Pertains, 

SBA070 

Combined  Federal  Campaign — SBA070 
n^'!!?!f*\i**'***”*L  5.?^  R^ional  Offices  in  Kansas  City  Mo 
ano^wland,  Ohio  For  the  addresses  of  these  offices,  see  Ap- 
Careg^  ^  todlridual.  covered  by  the  system:  SBA  employees 

C-np-iw,  cod. 

•«  *.  C—.:  5  us  e.  301.  15  U.S.C. 

^  .mploy.^  who  cJLm  with  l£X^‘!SS'£Si2 
of  0«  t^Kl-cidh,  drive  ... 

^ss^o.’s.'^Sr'  “  '»x^  »>-«<«".  Which 

^  each  fiscal 


*MAU  MISINUS  AOMINISnUTION 


to  authorized  persons  only,  on  a  need 

“  *"  -chedule  for 

these  records,  they  are  kept  indefinitely 

DiS^  Regional  Directors.  District 

inrectors.  See  Appendix  A  for  addresses.  »^unvi 

Nodlkatlon  proesdare:  An  individual  may  inquire  as  to  whether 
*  record  pertaining  to  MmTh^^A^^^^ 
a  request  u  person  or  m  writing  to: 

Rep^  Director  for  Regional  Office  recoids 
ttstnrt  Director  for  District  Office  records. 

Tte  ad^e^  of  these  offices  are  contained  in  Appendix  A. 

..  Rf*®^  •****•  peocedwes:  In  remonse  to  a  reouest  bv  »« 
^v^uri  to  determine  whether  the  system  contaiiu^reoord  pertain 
^  ■.  ,h.mo,h.r.  tt.  R«i«»l  o,  Dutrict  Di,.cw  wS^tiSX 

request  to  the  official  hsted  in  the  above  paragraph  sutina^ 

^  i, uw  .rsss«,'ia2! 

aomea  categories;  Enqiloyee  on  whom  the  record  is  main- 


^  SBA07S 

aame:  Commercial  Trdl  CaOs— SBA075 

m^  keep  inf ormation  on  toll  caOs.  but  it  is  oidy  indexed  by 

.jP*?**”*”  **  IndKIihmb  oorered  by  the  ay^mT  SBA  emnlovees 
who  have  made  commercial  toO  tnfayiwhnf  <.,n«  employees 


T^r3S“-.'^ 

3101?^***^  **  ^  5  U.S.C.  301.  44  U.S.C. 

l^comBiuh^j^  with  the  Geoohl  Service  Adhmisltukw^''^ 
telephone  congnny  r^ardii^  telephone  bills.  ™ 

Stor^;  Recoids  are  kept  in  file  folders. 

'  ernptoyce  making  a  commercial  toll  caD 

thSrSI!^;  !S  ‘!*^*^“**  ^  "«>«*»  a«  limited  to 

those  persons  whose  official  duties  require  nrh  a^*-***  ¥Vnr>nn«t 

*creeiung  is  utilized  to  prevent  unauthSS 

RctodiM  and  dlqpaeal:  Records  are  retained  until  an  audit  or 
until  the  mformation  otherwise  beemnes  outdated 

.  Pt'oredure:  An  individual  may  inquire  as  to  whether 

pertaining  to  him  or  her  by  addiJShL 

SiSSfSf  AaSTSfkS  Th®  Sf 

w  mese  otricea  are  contauied  m  Appendix  A 

h  »a  riS  •«  w 


SBAO0O 

System  name;  Completion  Certificate  Control  Lists-SBAOSO 
0^  “■  “"“X  of 

W  Xocipi"--  of  DU. 

to  thU  fom  wtoi  iUl  lo,in^JS.a,^rbS  .J‘ 
«4<S^as'!gti^“  ”* •»*“  ’  *»•  '5  U.S.C. 

sa.S,”^'"’  “■  “»'• '»« 'oi. 

screeomg  »  emptoyed  to  prevent  unalSorizJd^^ 

Rrirnflun  and  rh^maal;  Records  are  retained  indefinitely 

a  request  in  person  or  in  writiSgtoT^  to  mm  or  her  by  addressing 

Btatnrt  Erector  for  Dutrict  Office  leoads 
«*«»^hhfaoager  for  Branch  Office  rec^ 

^T^addresses  of  t^  offices  are  contamed  in  Appendix  A 
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AUOUSr  17.  I«7S 


ADI^^ 


Sflft 


f proccdHraK  Individuals  desiring  to  contest  <v 
infonnatioa  maintained  in  the  system  should  *'*^***P 
request  to  the  official  listed  in  the  abow 

mions  for  contesting  ft  and  the  proposed  amendment  to  the  infor¬ 
mation  sought.  _ 

Baoard  source  cmegories:  Individual  to  whom  record  pertains. 
Agency  personnd.  Loan  Case  FBe. 

SBA0S5 

Sygicni  BMiic:  iQoogressionai  Hearing  Rles — SBA085 
System  Centnd  Office  of  the  SBA.  See  Appendix  A  for 

the  address. 

of  imMridiials  eovered  by  the  SBA  evoftoyea, 

as  wen  as  applkante  for,  and  redpieiits  of,  SBA  assistance. 

Caiccories  ol  records  hi  the  system:  This  system  of  records 
tains  informatioo  about  individuals  in  connectiooviith  preparat^ 
for  and  attendance  at  Congressional  hearn^.  These 
elude  data  concerning  program  activities  and  pers^lpig^. 
intiB-agcDcy  corrcspoiidcnce,  investigations  and  Justice  Departmen 
reports* 

Authority  lor  maintenance  of  the  qrMcm:  5  U.S.C.  301,  15  U.S.C. 

634(bX6).  44  U.S.C.  3101.  _ _ 

Boutin*  uses  of  records  maiatahied  ha  the  ^^”***‘'*?^*y^ 

ries  of  users  and  the  purposm  of  such  uses:  These  records  and  infor¬ 
mation  in  these  reconls  may  be  used: 

To  respond  to  a  request  from  a  member  . 

In  the  event  that  a  system  <rf  record  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  vkdatioo  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  wheAer  arising  by  genem  statute 
or  particular  program  statute,  or  by  regiftation.  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  ^ 
appropriate  agency,  whether  Fcdc^,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigate  « 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
implementing  the  sutute,  or  rule,  regulation  or  order,  issued 
pursuant  thereto. 

Ston«e:  These  records  are  maintained  in  file  folders. 

Rctrlevabfllty:  Parts  of  these  records  m  indexed  by  an  in¬ 
dividual’s  name,  and  to  that  extent,  are  retrievable. 

Meguards:  Access  to  and  use  of  these  records  are  »m«*ed  to 
tho«e  persons  whose  official  duties  le^  Personnel 

scieening  is  employed  to  prevent  unauthorized  disclosure. 

aad  dtaposal:  Records  are  maintained  indefinitely. 

System  maniv^»)  addrem:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  the  address. 

Nodficallon  procedure:  An  individual  may  inquire  as  to  whe^ 
the  system  contains  a  record  pertain^  to  him 
a  request  in  person  or  in  wntmg  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  accem  procedures:  In  response  to  a 
dividual  to  determine  whether  the  systemrontams  a 
S*  to  him  or  her.  the  Privacy  Act  Officer  set  forth  t^ 
Sicedures  for  gaining  access  to  these  lei^s.  If  there  is  no  record 
<rf  the  individual,  he  or  she  wiO  be  so  advised. 

niutiiT-i  record  procedures:  Individuab  " 

amend  informatioo  maintained  in  the  system  should 
request  to  the  official  listed  in  the  above 

r^ions  for  contesting  ft  and  the  proposed  amendment  to  the  infor¬ 
mation  soi^t.  . 

Bceord  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Agency  files.  Justice  Department 

SBA090 

System  nmue:  Delinquent  Loans — SBA090 

Srelem  lui— **«■«?  District  and  Branch  Offices  of  the 
ness>^ninistratioo  and  Federal  Recordi^t^  See  Appendix  A 
for  SBA  addresses  and  Appendix  B  for  FRC  addresses. 

rattinrirr  of  records  lu  the  system:  Recipients  of  disastm  home 
loans  whose  loans  have  been  classified  as  dehnquent 
rmianrirr  of  recardb  In  the  qratem:  This  system  of 
tains  mformatioo  relative  to  delinquent  i^terhoro  Th^ 

records  consist  of  monthly  printouts  of  loans  30,  45,  a^  tC  days 
and  SBA  Forms  1004A  and  1004B.  the  collec^ 

^  records  on  past  due  accounts.  Included  m  these  records  are  the 


number,  amount  and  dates  of  delinquent  paymeats.  t^  ambi^  ot 
the  rdated  correspondence  and  remarks  by  the  Service  Loan 
Offkxr. 


.  of  the  gyatem:  5  U.S.C.  301,  15  U.S.C. 

1  ta  the  ayteem.  hichiiiug  categn- 


Internal  Agmy  use 


Ardhority  lor 
634(bX6).  44  U.S.C.  3101. 

Routine  asm  of  records  i 
rtes  of  users  and  the  pmposes  of 

only. 

Slonve:  These  records  are  maintained  in  file  folders  and  binders. 
RutrievaliUlty:  These  records  are  indexed  by  the  name  of  die 
recipient 

■7^11  limin'  Access  to  and  use  of  these  records  are  liuuted  to 
those  persons  whose  official  duties  recpuie  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

amd  dhpoaal:  The  monthly  listings  are  retained  for  up 
to  one  year  and  then  destroyed.  The  1004A  and  100^  forms  are 
transferred  to  the  loan  case  file  or  an  FRC  if  the  loan  becooies  w- 
rent  If  the  loan  remains  past  due.  these  records  are  transf «red  to 
liquidation  and  retained  until  the  loan  is  charged-off  or  pai^i^full 
and  then  forwarded  to  an  FRC.  Records  maintained  by  a  Federal 
Records  Center  are  destroyed  after  four  years. 

System  mni^erfs)  and  adthros:  District  Directoes,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notiticatkin  proceduro;  An  indivichial  may  inquire  at  to  whet^ 
the  system  contains  a  record  peitainiiig  to  him  or  her  by  addressmg 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Rreord  procedures:  In  response  to  a  request^  an  m- 

divkfaial  to  determine  whether  the  system  contanu  a  record 
ing  to  him  or  her.  The  District  Director  or  Branch  Mmagm  ^  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  ot  the  individual,  he  or  she  will  be  so  advised. 

ii.g  recoitl  procedures:  Individuals  desiring  to  ^test  or 
amend  information  maintained  in  the  system  should  dn^  tlw 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  ft  and  the  proposed  amendment  to  the  infor- 
matn  sou^t. 

Re^  somce  categories:  Agency  Collection  Activities  Branch, 
individual  to  whom 

'  rmrirnthR  record  procedures:  Individuals  " 

arn^nri  information  maintained  in  the  system  should  duea  tlw 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  somee  categories:  Agency  Collection  Activities  Branch, 
individual  to  whom  record  pertains,  agency  personnel 
SBA095 

Syetem  name:  Designations  of  Cashiers — SBA095 

System  Fw*«i«i-  Lubbock  District  Office  at  address  listed  in 
penidix  A. 

of  iiKttviduals  covered  by  the  qrricas:  SBA  employees 
in  office  who  have  been  bonded  to  serve  as  cashiers. 

Of  recorth  in  the  ijstem-  This  record  includes  req^t 
foraS^designation  of  cashiers  (SF  211  and  1195),  who  are  required 
to  be  bonded  for  the  handling  of  imprest  funds  and  treasury 
checks. 

Aalfaorily  for  mn— - of  the  system:  5  U.S.C.  301.  44  U.S.C. 

3101. 

Roadae  uses  of  records  maholahMd  m  the  syrica^  incladteg 
ries  of  Huen  Md  the  pmpoem  of  mch  nsoe:  Inforam^  m  these 
records  is  referred  to  the  Treasury  Department  for  bonding. 

!»h«”gs^  Records  are  kept  in  ffle  folders. 

Pi»  hiridUlj  Records  are  indexed  by  the  name  of  the  ea»- 
ployees  desigmted  as  cashiers. 

Safeguards:  Records  are  kept  in  a  f3e  cabinet. 

ITminiT—  Md  ilh|iFr*-  Records  are  retained  indefinitely. 

^jrtrm  iBunu«er<s)  mid  address:  District  Director.  Lubbock. 
Texas.  See  Appendix  A  for  address. 

procedure:  An  individual  may  inquire  as  to  whether 

the  system  contains  a  rt^perta^ 

a  request  in  person  or  m  writing  to  me  District  Dnector.  The  ad¬ 
dress  is  contidned  in  Appendix  A. 
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Record  aoocH  prooednret:  In  response  to  a  request  by  an  in¬ 
dividual  to  detennine  wdietber  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  reemds.  If  there  is  no  record  of  the  in¬ 
dividual.  he  or  she  wfll  be  so  advised. 

Coatesting  record  procednres:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  sooroe  cntegoririr  Individual  on  whom  record  is  main¬ 
tained. 

SBAIOO 

SyrtMi  name:  Disaster  Relief  Act  Printout — SBAIOO 

Sysleai  iocatloB:  Corpus  Chiisti  Branch  Office  of  the  SBA.  See 
Appendix  A  for  address. 

Calegorict  el  Indivldnali  covered  by  the  system:  Recipients  Dis- 
astm*  Home  Loans  in  the  Corpus  Christi  area. 

Categories  of  records  in  the  qratem:  This  Computer  Printout  lists 
the  name  and  address  of  bonowers  to  whom  the  “forgiveness’* 
provision  of  the  Disaster  Relief  Act  applies. 

Aaihorlty  lor  majatraaorr  of  the  system;  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Roartae  aacs  of  records  awfastafaed  hi  the  qratcai,  incliidiag  catego¬ 
ries  of  asers  aad  dw  parpoacs  of  aach  aacs:  Internal  use  only. 

Storage:  These  records  are  maintained  in  a  file  folder. 

RetrtevabUky:  Records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retaatioa  aad  dhpoaal:  Indefinite  retention. 

System  maangerfs)  aad  address:  Branch  Manager.  See  Appendix 
A  for  address. 

NotRIcatloa  procedure:  An  individual  may  inquiie  as  to  whether 
the  system  contains  a  reemd  pertaining  to  tra  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Branch  Manager  for  Branch  Office  records 

The  address  ^  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Branch  Mam^er  will  set  forth  die  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  oi  the  in¬ 
dividual,  ^  or  she  wfll  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  ermtest  cm’ 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  pan^raph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sou^t. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees. 

SBA105 

System  name:  Disbursements — SBA105 

System  locatioa:  Central.  District  and  Branch  Offices  of  the  SBA 
and  Federal  Record  Centers.  See  Appendix  A  for  SBA  addresses 
and  Appendix  B  for  FRC  addresses. 

Categortei  of  ladMduals  covered  by  the  system:  Recipients  oi  dis¬ 
aster  home  loans. 

Categories  of  records  hs  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  loan  disbursement  activities.  These 
records  consist  of  detaSed  listings  of  disbursements,  SBA  Form 
191-checks  requested.  SBA  Form  192-chedcs  issued  on  loan  closing 
and  treasury  check  registers.  The  infmmation  includes  amount  of 
the  loan,  schedule  of  payments,  actual  disbursement  calendars  and 
overpayments  made. 

Aatbority  for  malalrBanrT  of  the  system:  U.S.C.  301;  IS  U.S.C. 
634(bX6);  44  U.S.C.  3101. 

Roatfoc  uses  of  records  amiataiBed  fo  the  system,  herladlng  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  the  records  may  be  used; 

To  provide  information  to  the  puUic  when  disclosures  are 
warranted. 

In  communicating  with  the  Treasury  Dqiartment  on 
disbursement  activities. 


To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  (rf  this  Agency. 

To  respond  to  a  request  from  a  member  of  Congress  r^aftling 
the  status  at  a  particular  loan. 

Storage:  These  records  are  maintained  in  file  f<dders,  raster 
bo<dc8,  and  index  cards. 

Ratricvaliflity:  These  records  are  indexed  by  recipient  name  and 
loan  number  as  wdl  as  a  cross-referenced  check  control  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  udiose  clidal  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  aad  dteposai:  The  Central  Office  maintains  these 
records  for  three  years  following  the  end  of  the  fiscal  year  whereas 
the  District  and  Brandi  Offices  maintain  the  system  either  for  two 
years  or  indc^nitely.  The  records  are  then  transferred  to  an  FRC 
which  disposm  of  them  under  GAO  standards. 

System  managers)  and  addreaa:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  .^ipendix  A  for  addresses. 

Notification  prooedare:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  Records 

District  Director  for  District  Office  Records 

Branch  Manager  for  Branch  Office  Records 

The  addresses  of  these  offices  are  contained  in  Aj^ndix  A. 

Reooed  aoGcm  prooediam:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  \riiether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  wiD  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Coatesting  record  procedures:  Individuals  deriring  to  contest  or 
amend  infmnation  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains,  Treasury  Department,  Agency  personnel,  and  Loan  Case 
Foe. 

SBAllO 

System  uaaM:  EEO  Pre-Conqilaint  Counseling — SBAl  10 

System  tocatioa:  Central  Office,  Regional  Offices,  District  Offices 
and  Branch  Offices.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
vho  have  requested  counseling  r^ardhng  discrimination  in  employ¬ 
ment. 

Categorier  of  records  fas  the  qrstem:  File  on  each  counseling  case, 
compiled  by  Eqi^  Employment  Oppmtunity  Counselor  in  each  of¬ 
fice.  File  may  include  statements  made  by  the  employee  being 
counseled  and  other  persons  interviewed,  record  of  attenqits  to 
resolve  the  problem,  and  EEO  Counselor’s  Report.  If  a  formal 
complaint  is  filed  after  coimseling,  the  EEO  Counselor’s  Report 
becomes  part  of  the  EEO  Complaint  case. 

Authority  for  n^atrnsarr  of  the  system:  S  C.FJl.  713.  13  C.F.R. 
105.735-5-4. 

Roudae  uses  of  records  mafatained  fas  the  system,  iacludfasg  catego¬ 
ries  of  users  and  the  purpoacs  of  such  uaes:  These  records  are  u^ 
to  rqxxt  counseling  activity  to  the  Civfl  Service  CommUston,  but 
such  reports  do  not  name  the  individuals  who  received  counseling. 

Storage:  Files  are  kqjit  in  file  folders. 

Retrievabiiity;  Records  are  indexed  by  the  name  of  the'  person 
requesting  coimseling. 

Safegiisrih-  Access  to  and  use  oi  these  records  are  limited  to 
those  perrons  whose  official  duties  require  such  access.  Persoimel 
screening  is  utilized  to  preverd  unauthorized  disclosure. 

PrlaaHiai  aad  dtepoari:  Some  offices  dispose  oi  records  after  the 
problem  is  resolved.  Others  retain  the  records  for  a  period  of  years 
or  indefinitely. 

Syatem  managrtfs)  aad  addkeas:  Privacy  Act  Officer,  R^ional 
Director,  District  Directors,  and  Branch  Managers.  See  Appendix 
A  for  anhesses. 

NotlflcartoB  procedure;  An  mdividual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Hrivacy  Act  Officer  for  Central  Office  records 
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Regknud  Director  for  Reckaial  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  we  contained  in  Appendix  A. 

Record  access  prooednrcs:  In  re^KNise  to  a  request  by  an  in¬ 
dividual  to  detenmne  whether  die  system  contam  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer.  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Maiu«er  wffl  set  forth  the  procerhues  for 
gaining  acccss  to  dwse  recofds.  If  there  is  no  record  of  th^  in¬ 
dividual,  he  or  she  wiU  be  so  advised. 

^  g  record  proeedarcs:  Individuals  desiring  to  contest 

amanrf  inffMTnatMwi  maintained  in  the  System  should  dirw^  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  laoposed  amendment  to  the  infor¬ 
mation  sought. 

Rcoard  sonrcc  categories;  Person  requesting  counseling,  other  em- 
idoyees,  EEO  Counsdor,  and  Personnel  and  employment  records. 

SBA115 

Sytecas  name:  EEO  Comjdaint  Cases — SBAl  IS 

System  localtaii:  Central  Office.  For  address  see  Appendix  A. 

rategnfiri  of  tedhMaab  covered  by  the  system  SBA  employees 
who  have  filed  a  complaint  regarding  discrimination  in  employmenL 

Categories  of  recards  la  the  qrstem  Kies  on  each  complaint  case, 
compiled  by  the  Office  of  EqMal  Employment  Opportunity.  File 
may  include  statements  made  by  the  complainant  arid  other  persons 
interviewed.  EEO  Counselor’s  Report,  other  information  developed 
in  the  investigatioa  of  a  cornpiaint,  notes  of  attemote  to  resolve  the 
complaint,  report  of  a  hearing.  Hearing  Exananer’s  Recommenda- 
tioru,  and  AgetKy  action  on  the  case.  Kies  also  irrdude  closed 
cases. 

Aathority  for  msfateasaoe  of  the  system:  5  C.FJL  713,  13  C.FJI. 
105.735-5-4. 

Itnatisr  ascs  of  records  maiattalnsd  In  the  sytecaa,  hKhnllBg  catego- 
ctes  of  asers  and  the  parposes  of  aach  asss: 

These  records  are  used  to  report  conqilaints  to  the  Civil 
Service  Commission. 

In  the  event  that  a  complaint  resuhs  in  a  heating,  records  in 
this  system  wiU  be  u^  in  preparing  and  presenting  the  case 
before  a  Complaints  Examiner  designated  by  the  Civil 
Service  CtMnmission. 

In  the  event  that  a  complaint  is  appealed  to  die  Civil  Service 
Commission,  these  records  wiD  be  used  by  the  Appeab 
Review  Board  in  mak^  a  decision  on  the  case. 

In  the  event  that  a  complaint  results  in  a  suit  in  a  Federal 
court,  these  records  wiO  be  referred  to  the  Dqiartment  of 
Justice  and  used  by  that  Department  to  prepare  and  present 
the  case  in  court. 

Storage:  Files  we  maintained  in  file  folders. 

RcttfevabOlly:  Records  are  indexed  by  the  name  of  the  person  fil¬ 
ing  a  complaint. 

7afigBarili  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthoriz^  disclosure. 

Wiitratlnn  and  dhpeaal:  Records  are  kept  indefinitely. 

System  ■Baaitrd)  and  addrem:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

NntMli  atlea  precedurs;  An  individual  may  inquire  as  to  whet^ 
the  system  contains  a  record  pertaining  to  him  or  ber^  addreswng 
a  request  in  person  or  in  writ^  to  the  Kivacy  Act  Officer,  Central 
Office,  at  the  address  Inted  in  Appendix  A. 

Rcoard  accem  preesdaras;  In  response  to  a  recpiest  by  an  in- 
dividoal  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  hww  or  her,  the  Kivacy  Act  Officer  wiD  set  forth  the 
procedures  for  g“**«»"g  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

CanSesIlBg  rsoard  preoedarcs:  Individuals  desiring  to  coeitest  <v 
amend  information  maintained  in  the  system  should  direct  then 
request  to  the  official  listed  in  the  above  paragraph,  stMing  the 
reasons  for  contesting  it  and  the  proposed  arnendmem  to  the  infor- 
matioa  sought 

Racard  saarri  categarfm:  Complaiaant  Witnesses,  Hear^  trans¬ 
cript,  Complaints  Examiner's  Reoommendatioos,  Agency  investiga¬ 
tion,  Personnel  and  Employinentt  records. 

SBAiat 

Syatem  aanaa:  Employee  Awards — SBA120 


System  locrdiim:  This  system  is  maintained  by  most  SBA  Re¬ 
gion  and  District  Offices.  See  Appendix  A  for  addresses. 

Cirngorfas  of  hulvidnals  covered  by  the  systeas:  SBA  em|doyees 
iKMranated  for  aodjor  receiving  awards. 

Categories  of  records  hi  the  system:  Narratives  on  each  individual 
nominated  for  Servant  of  the  Year,  SBA  Honor  Award 

nominees.  Federal  Women’s  Award  nominees,  recommendations  of 
supervisors  and  other  supporting  documentation  submitted  to 
awards  boards. 

Authority  for  msintrnanrr  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6).  44  U.S.C.  3101. 

Rontkw  uses  of  records  nadntainrd  te  the  systena,  Isduding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  List  of  nominees  for  the 
Federal  Women’s  Award  are  sent  to  the  Civil  Service  Commission 
for  consklesation.  ' 

Story;  These  recards  are  kept  in  file  folders  which  are  usuaDy 
stored  in  file  cabinets. 

Retrievahillty;  Records  are  indexed  by  name  of  employee  or  title 
of  award. 

Safeguards:  Personnel  screening  •  infoimatioa  released  to 
authoftced  persons  only. 

Retention  and  dhpoml;  Them  records  are  retained  for  a  period 
varying  from  three  to  five  years,  then  disposed  of. 

System  aaamgnrfs)  and  addram:  Regional  Directors,  District 
Directors.  See  Appendix  A  for  addresses. 

NotHkathm  peecedara;  An  indtvhhial  may  inquire  as  to  whet^ 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Racard  accem  procedaraa:  In  reqionae  to  a  request  by  an  in¬ 
dividual  to  determine  whether  die  system  contains  a  record  pertain¬ 
ing  to  lam  or  her.  the  Regional  Director  or  District  Director  wiB  art 
forth  the  procedures  for  mining  access  to  these  records.  If  there  is 
no  record  the  inchvkhid,  he  or  she  wiD  be  so  advised. 

Couteath^  record  precedares:  Individuals  desiring  to  contest  or 
infomadioa  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragnqih,  stating  the 
reasons  for  contesthw  it  and  the  proposed  ameiKknent  to  the  infor- 
motioa  sought. 

Recoid  aoarce  taiBgqrfrr  Employees,_official  Personnel  folders, 
supervisors,  GvD  Ser^m  Comniissrin,  Department  of  Labor,  other 
agencies  and  osganizatioos. 

Syatem  aanaa:  Employee  Biographical  Files — SBA125 

Syatem  locatian:  Central  Office,  Regnoal  Offices,  District  Of¬ 
fices,  El  Paso  Branch  Office.  See  Appendix  A  for  addresses. 

Cotego^  of  ladfvidBalB  covered  by  the  ejatem!  SBA  engiloyees. 

rategn^  of  records  in  the  quteau  Records  inchide  biographical 
m  date  of  birth,  employment  history,  education,  photo¬ 
graphs,  ney  clippings  and  record  of  public  appearances  in  aii  offi¬ 
cial  caiiacity.  These  files  do  not  necessarily  contaia  informatioa  on 
Ml  SBA  employees. 

Authority  for  ^deMCC  of  the  syateaa:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Rauttm  asm  of  records  maintained  In  the  iislim,  larhiiRag  ratege 
rim  of  noen  and  the  parpoaea  of  such  osea:  Infoimalioa  in  these 
lecoixls  win  be  releaaed  to  news  media,  other  Government- «gen- 
cies,  and  private  groups  and  organizations  for  publicity  purposes. 

fjliaaga  Recards  are  kept  in  file  folders. 

Rrtiiirriiilltj  Recards  are  indexed  by  the  name  of  the  employee. 

Sofegaaede:  Access  to  and  use  of  these  recards  are  limited  to 
those  persons  whose  official  duties  require  such  accem.  Personnel 
icreemi^  is  used  to  prevent  unauthorized  disclosure. 

Retentioa  and  dhpoaal:  Most  offices  retain  the  recards  m  long  aa 
the  person  is  employed  by  SBA. 

Syainn  nwmmwM  and  addraaa:  Privacy  Act  Officer,  Regional 
Ditectors,  Diatnct  Dvectors,  Branch  Maruger.  See  Appendix  A  for 
addresses. 

Nodficadsn  precedme;  An  mdividual  may  inquire  as  to  arfaetfaer 
the  system  a  record  to  Mm  or  her  by  atVheaaing 

a  request  in  person  or  in  writing  to: 

Mvacy  Act  Officer  for  Central  Office  records 
Rcgioiinl  Director  for  Regkmal  Office  records 
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Mrector  for  Dirtrict  Office 

for  BfMicIi  Office  record! 

<**''idu«I  to  deIcniM  whether ^  •  togpion  by  an  in- 
tot  to  Um  ^tyti  p««o- 

trict  Dticctar  or  Blanch  tr— — a —  Mt  ^^totyir.  Db- 

jdjot.oc^  to  u«,  inSTilS 

dividiial,  he  or  she  win  be  so  advised.^^  «  the  m- 

‘^sT^ss^^  i!r?a=f  ” 

•«l»e«  to  the  officbl  BbSii  “«* 

^  to^ganaabn,  h  and  th.  .r,^  a.J^^ 

„  SBA130 

^?**T*'  ®®P*°y®e  Bond  IWipation  FSles-SBAiao 

^■trgnrlii  of  hrilihhiali  cohered  by  Wa*  ^ra  - 

wtop^d-o  U^  Satdn..  Bond. 

otrS5^.:L^jL“;.rgr—  “«  "««>t 

ouwber,  amount  of  deductionlMui  Hr./  **^*^^'^**  Social  Security 
»«J«tuig  to  bonds.  ’  ®°”***'Oodence  and  other  infonnation 

3101L*^***^  **  "alntenance  of  the  5  U.S.C.  301,  44  U.S.C. 

by  the  General  Accoimtina  Office 

m  the  course  of  an  audit  of  the  Agency.  ^*ce 

Storage:  Records  are  kept  in  journals  or  file  folders 

Boconi,  .,.  ind.,«l  by  «npk,y,e  nan*  or 

a  requMt  in  person  or  in  writinTtoT^  to  nun  or  her  by  addressing 

P^y  Act  Officer  for  Central  Office  records 
Director  for  Regiorud  Office  records 
Distnct  Duector  for  District  Office  records  ' 

^  The  addresses  of  these  offices  are  contain^  in  Appendix  A. 

District  Director  win  vt  Officer,  R^ional  Director,  or 

%  ****  procedures  for  gaining  accesi  to 

l^^conba^b-rdS  X^^.ESr-b.-S^bdS' 

loSrSyJTSis1?raJ“'  ®**^y*«  Savings  Bond  Form  (SBA 
SBA155 

^f*«®«aam;  Employee  Coun.seHng  Ptogram— SBA135 
»  ®’'***T  SBA  Central  Office-  Denver  Reoio^.i  rw#- 

otfic;  Wichib,  KS  Dbbict  0«ic.^^!!,SSS 

haSXSj!  "ESS  =12teL**» 

d«*««nated  as  counselan!'’*  P*"o*»l  problems  and  enqiloyees 


SMAIL  MISMBS  AUMMS^^ 


«*«tve  to  ttocumwitotion 

»»*th  b^.  convenSSSr^t&it^S^^ 

Names  of  enmlovees  -» — = - ^  •  -^-miy  prooeasuig  assistance. 

councdors.  ncaignatod  Employee  Counseling  IVogram 

31w!*^°^  ~  ’  *  "  ®*  •Be  qrUM:  5  U.S.C  301;  44  U.S.C. 

Ptt^gram  records  may  ised  to 

assistance  for  the  eniployee  beir«?S22lSi*^^ 

on^^2ed*to^k^vba^***  released  to  authorized  personnel  only, 

detention  ami  dl^anri:  Records  are  maint^ 

inquire  as  to  whether 

a  request  in  person  or  in  to  hun  or  her  by  addressing 

0«*ce  records 
Regional  Office  records 
:^«^J2Bj»ct«fw District  Office  recoST^ 

T^a^ses  of  these  offK:es  are  contained  in  Appe^ 

dividuid  to  ®.  *®‘in®»t  by  an  in- 

ing  to  him  or  her,  the  Ptivacy  ®  pertain- 

District  Director  set  forth  ^  R^wnal  Director  or 

these  records.  If  Smet  i^Biing  access  to 

be  so  advised.  ^  •B®  uidividual,  he  or  she  will 

O' 

request  to  the  official  listMt  in  ♦!.-**  iJ?^***"*  should  direct  their 
matioo  sought.  proposed  amendix&ent  to  the  infor- 

I«.««l  SBA  «apl„y«,  aad  Uieb 

_  SBA140 

Evaluation  and  Supervision  Files-«BAI40 
syrton  location:  Central  Office  Reoirtaa.i  rw«: 
fk^a  Branch  Offices.  For  aiS^ 

It  **“  employees. 

Performance  Ratings,  informal^S^TfiLTS^^tb^"*^ 
^^ormal  infonnation  relating  to  job  perfon^rk^STby^ 

3lAutharity  far  nmintenaoc*  of  the  system:  5  U.S.C.  301,  44  U.S.C. 

rf«  of  users  and  the  p«»t^  TIS.  „„  <»te«o- 

only.  puiposes  such  uses.  Internal  Agency  use 

Storage:  Records  ate  kept  in  file  folders 

R^Ori,  .„  tad,«d  by  ^ 

i.  ub^u.'^tSJSS  SSE” 

*««-*:  Retention  varies  f,x«  one  year  to  in- 

for  addre;ses.  Branch  Managers.  See  Appe^A 

thet^ten^JaSSTllTS:^  “1^  inquire  as  to  whether 

•  reriLt  inlSSTc: faSSiS^^ 

^^®**B**  office  records 
Regional  Office  records 

n^arector  for  District  Office  records 

Bre«»chhfanager  for  Branch  Office  recosds 

dividual  lo  JL?'*'!?.  -'?'  *"  "■ 

UK  system  contaitu  a  record  pertain- 
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ing  to  him  or  her,  the  Privacy  Act  Officer,  R^ional  Director,  Dis¬ 
trict  Director2  or  Branch  Manager  win  set  forth  ttte  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual.  he  or  she  wiU  be  so  advised. 

Contesdng  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  pars^raph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Supervisors;  Observation,  conversation, 
interviews  with  employees;  Agency  Personnel  records. 

SBA145 

System  name:  Employee  Identification  Card  Files — SBA14S 

System  location;  Central  Office,  Regional  Offices.  District  Of¬ 
fices,  Branch  Offices.  See  Appendix  A  for  addresses. 

Categories  of  fauHviduals  covered  by  the  system:  SBA  emfdoyees. 

Categoriea  of  records  in  the  system:  These  files  contain  names  of 
employees  and  the  identificatkMi  card  numbers  issued  to  them. 

Authority  for  mahitmsurr  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  includhig  catego¬ 
ries  of  users  and  the  purposes  of  such  usm:  Internal  Agency  use 
only. 

Storage:  Records  are  kept  in  file  ftdders  or  card  files. 

Retrievabllity:  Records  are  indexed  by  employee  name  or  identifi¬ 
cation  card  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  utilized  to  ixevent  unauthorized  distdosure. 

Retention  and  disposal:  Records  are  retained  until  employee  ter¬ 
minates  service  with  SBA,  or  indefinitely. 

System  managerfs)  and  addrem:  Privacy  Act  Officer,  R^jonal 
DirKtors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

NotMcation  procedure:  An  individual  nuy  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regiotial  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures;  In  response  to  a  request  by  an  in¬ 
dividual  to  determirte  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  wiO  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual.  he  or  she  will  be  so  advised. 

Contestlag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categorler  Individual  on  whom  record  is  main¬ 
tained,  Agency  Personnd  records. 

SBA150 

System  name:  Employee  Suggestions — SBA150 

System  locution;  Central  Office.  Regional  Offices.  Anchorage 
District  Office,  Cleveland  District  Office,  Des  Moines  District  Of¬ 
fice.  For  addresses  see  Appendix  A. 

Categortes  of  Mhddnals  covered  by  the  system:  SBA  employees 
who  have  filed  suggestkms. 

Categetiei  at  rscords  In  the  ^ratem:  Records  include  a  copy  of  the 
suggestion,  and  information  relating  to  the  disposition  made  of  the 
suggestkm. 

Authority  hir  maintenaaoe  at  the  systenu  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  asm  at  rscords  asainlainsd  In  the  syntesn,  hKhnlhig  catego- 
rfas  at  ussrs  asul  the  purposm  at  such  uses:  Internal  Agency  use 
only. 

SteragR  Rocoeds  kept  in  file  folders. 


RetrievabUity:  Records  in  the  (rffices  listed  above  are  indexed  by 
the  name  oi  the  person  making  the  suggestion.  Suggestion  files  in 
other  oifices  are  retrievable  by  date. 

Safeguards;  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  i^uire  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  dfepoaal:  Files  are  kept  indefinitely. 

System  managcr(s)  and  address:  Privs^  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

NotRIcatian  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  recpiest  in  person  or  in  writing  to: 

nivwry  Act  Officer  for  Central  Office  records 
R^ional  Director  fcM-  R^onal  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  trices  are  contained  in  Appendix  A. 

Record  acorns  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Cosdesting  record  prooedkues:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  duect  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  k  and  the  proposed  amendment  to  the  inftnr- 
mation  sought 

RacordjKurcc  catagortes:  Employee  who  filed  suggestiem.  Agency 
personnel  iriio  review  suggestions. 

SBA155 

System  name:  Employment  Applications — SBA1S5 

System  location;  Maintained  by  individual  divisions  of  the  SBA 
Central,  Regional,  District  and  Branch  Offices.  See  Appendix  A 
for  addresses  of  these  offices. 

Categories  of  individuals  covered  by  the  systeuK  Applicants  for 
permanent,  part-time,  and  temporary  employment  with  the  SBA. 

Categories  of  records  in  the  systenu  This  system  of  records  c<hi- 
tains  letters  of  introduction,  resumes,  personal  qualifications  state- 
anents,  referrals,  references,  pre-em^yment  mquiries,  job  inter¬ 
view  records,  Qvil  Senrice  Commission  ratings  and  lists  of  eligi- 
Ues. 

Authority  ior  maintrnnnrr  of  the  system:  5  U.S.C.  301;  15  U.S.C. 
634(bX6);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  systeaa,  including  catego¬ 
ries  of  users  and  t^  purposes  of  such  uses:  The  resumes,  etc.  of 
those  applicants  seeldng  referral  assistance  are  sometimes  for¬ 
warded  to  other  Federal  agencies  for  possible  employinenL 

Storage:  These  records  are  usually  stored  in  ftdders  within  file 
cabinets. 

RetefevabUity:  Records  are  indexed  by  apphcmit’s  name. 

Safeguards:  Information  released  only  to  authorized  personnel  on 
a  need  to  know  basis. 

Retention  and  dhposri:  File  disposed  after  two  years. 

System  manayrfs)  asid  addrenc  Mvacy  Act  Officer.  Regkmal 
Directors,  Distnet  Directors,  Branch  Managers.  See  .^ipendix  A 
for  addresses. 

Notification  procedure:  ,\n  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  hun  or  her  by  addressing 
a  request  in  person  or  in  writing  to; 

Privacy  Act  Officer  for  Central  Office  records 

RegMMial  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

ftanch  hfenager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  acocm  procedures:  In  re^xmae  to  a  request  by  an  in¬ 
dividual  to  determine  vdiether  the  system  contains  a  record  pertain- 
iiW  to  him  or  her,  the  Mvacy  Act  Officer,  Regional  Directed’,  Dis¬ 
trict  Director  or  Branch  Mariager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  wiO  be  so  advised. 

Conteslhig  record  procedures:  Individuals  desking  to  contest  or 
amend  information  maintained  in  the  system  direct  their 

request  to  the  offidri  listed  in  the  above  poragraidi  statinp  the 
reasons  for  contesting  k  and  tiie  proposed  amendment  to  tiiemfor- 
mation  sought. 
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Record  source  categories:  Applicant  to  whom  the  file  pertains, 
Ovfl  Service  Commission,  and  persons  who  furnish  references  for 
applicant. 

SBA160 

System  name:  Exit  Interviews — SBA160 

System  location:  SBA  Regional  Offices  in  Denver,  Colorado  and 
in  San  Francisco,  California.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  hy  the  system:  SBA  emi^yees 
who  resigned. 

Categories  of  records  in  the  system:  A  written  recmxl  of  interviews 
conducted  by  the  Personnel  Office  to  determine  why  an  employee 
resigned. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  fai  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  main¬ 
tained  for  intenud  A^ncy  use  only. 

Storage:  The  records  in  this  system  are  stennd  in  file  cabinets. 

Retrievability:  These  records  are  retrieved  by  the  name  of  the 
employee. 

Safeguards:  Records  are  released  to  authorized  AgeiKy  personnel 
only. 

Retention  and  disposal:  These  reccmls  are  maintained  indefinitely. 

System  manager(s)  and  address:  Regional  I^rectors  in  Denver  and 
San  Francisco.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  <x  her  ^  addressing 
a  request  in  person  or  in  writing  to  the  af^ropriate  Regional 
Director  in  either  Denver  or  San  Francisco.  The  addresses  of  these 
offices  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in- 
di\4dual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
procedures  for  sainiitg  access  to  these  records.  If  there  is  no  record 
of  die  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragriqih,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Interviews  with  emidoyees  and  super¬ 
visors. 

SBA170 

System  name:  Finance  &  Investment  Career  Pro^nm — SBA170 

System  location:  Central  Office.  R^ional  Offices.  District  Offices 
in  Hartford,  Connecticut;  Lubbock.  Texas;  Seattle,  Washington. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  applied  for  or  enrolled  in  the  F  A  I  Career  Program. 

Categories  of  records  in  the  qntem:  This  system  of  records  in¬ 
cludes  application  forms,  iqipraisals  oi  the  employee’s  performance 
and  potential,  training  plans,  record  of  an  employee’s  activities  in 
the  program,  and  correspondence  relating  to  the  individual  and  the 
program. 

Authority  for  nurintenance  of  the  qrstem:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  qutem,  including  catego¬ 
ries  of  users  and  the  purposes  of  sudi  uses: 

Information  in  these  records  may  be  used  in  communicating 
with  a  Union  which  represents  SBA  enqiloyees,  in  regard  to 
the  Career  Program. 

Information  in  these  records  may  be  communicated  to  the  Civil 
Service  Commission  vdienever  necessary  to  implement  a 
Personnel  action. 

These  records  may  be  examined  by  the  General  Accounting 
Office  or  the  Gvil  Service  CommissicMi  in  the  course  of  a 
review  of  the  Agency. 

Storage:  Records  are  kept  in  file  folders  or  binders. 

RctrfevabUity:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Peraocuid 
screening  is  used  to  prevent  unauthorized  disclosure. 

Rrtrartim  and  dfapoaal:  Records  are  kept  indefinitely. 


System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Krectors.  Sec  Appendix  A  fw  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writ^  to: 

Rrivacy  Act  Ctfficer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine*  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Rivacy  Act  Officer,  Regional  Dire^r,  or 
District  Director  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  then- 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contestiitg  it  and  the  proposed  amendment  to  the  infor¬ 
mation  soughL 

Record  source  categories:  Employees,  Siqiervisors,  Agency  Per- 
sonnd  records. 

SBA180 

System  name:  Government  Drivers’  Licenses  and  Use  of  Vehi¬ 
cles— SBAI80 

System  location:  Regional,  District  and  Branch  Offices  of  the 
SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Enqiloyees 
author^ed  to  use  government  vehicles. 

Cat^ories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  iitformation  relating  to  use  of  government  vehicles.  Records 
include  SBA  Form  607,  “Car  Authorizations,’’  apfdications  for 
government  driver’s  license,  accident  reports,  physical  fitness  state¬ 
ments  and  operator’s  identificatkm  card. 

Authority  for  maintenance  of  the  system:  40  U.S.C.  471. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ihese  records  and  infor¬ 
mation  in  these  records  may  be  used: 

To  siqtfdy  the  Gnmeral  Services  Administration  and  the  General 
Accounting  Office  with  information  necessary  and  relevant 
to  the  Agencies’  functions. 

To  request  information  from  State  and  local  police  departments 
to  determine  an  enqiloyee’s  eligibility  for  a  government 
license. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  vk^tkm  law,  whether  civil,  criminal  or 
r^ulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  <»-  foreign, 
chiuged  with  the  responsibility  of  investigation  m 
prosecution  of  such  violation  or  charged  with  enforcing  or 
inqdementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thmto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  or  setdenient  negotiations. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safegiunds:  Access  to  and  use  oi  these  rectnds  are  limited  to 
those  persons  whose  (rfficial  duties  require  such  access.  Personnel 
screening  is  enqdoyed  to  prevent  unauthmized  disclosure. 

Retention  and  diqpoaal:  Records  are  retained  indefinitdy. 

System  managerfs)  and  address:  Regional  Directors.  District 
DirKtors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  vriiether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  Dishict  Office  records 

Branch  Kfonager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
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■•card  aeocas  prooedorn:  In  reapome  to  a  reqiieat  by  an  in- 
dtvidual  to  detennine  whethor  the  ayatem  containa  a  recocd  peitain- 
ing  to  hini  or  her,  the  R^^onal  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  ptocedura  for  gaming  access  to 
these  records.  If  there  is  no  record  of  the  individiial,  he  or  she  win 
be  so  advised. 

Coaecallag  record  procadiirsBT  Individuals  desiring  to  contest  or 
information  in  the  system  ahoidd  direct  their 

request  to  the  official  listed  in  the  above  paragraidt,  stating  the 
reasoftt  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Kacord  asmrcc  categories;  Individual  to  whom  record  pertains, 
witnesses  to  accidents,  police  records,  personnd  involved  in  ac¬ 
cidents. 

SBAiaS 

System  name:  Grievances  and  Personnel  Practices  Ap¬ 
peals— SBA18S 

System  locatioa:  Central  Office,  Regional  Offices,  or  District  Of¬ 
fices  where  grievances  or  persormel  practices  appeals  have  been 
filed. 

Categories  of  tedhrMaak  covered  by  the  iQratem:  SBA  emidoyees 
who  have  filed  grievances  under  Union  grievances  procedures  or 
Personnel  Practices  Appmds  Procedures. 

Categories  ol  records  hi  the  system:  Ihis  system  includes  cor¬ 
respondence,  supporting  documents,  transcripts  at  hearings,  infor¬ 
mation  developed  in  investigating  a  grievance  tar  appeal,  and  other 
information  related  to  the  processing  of  the  grievance  or  appeaL 
These  cases  may  be  processed  under  a  Union  grievance  procedure, 
or  procedures  established  by  the  Agency  pursuant  to  the  Admini^ 
trator's  memorandum  of  Decembte*  9,  19^4,  to  ensure  that  merit 
principles  and  persormel  laws  and  regulations  are  carried  out, 
where  other  procedures  are  not  appUcaUe. 

Anthorlty  lor  amkatewmce  of  the  system:  S  U.S.C.  301,  44  U.S.C 
3101,  Collective  Bargaining  Agreements  with  Unions  winch 
represent  SBA  employees,  SBA  Administrator’s  memorandum  of 
DecembCT  9,  1974. 

Boetlnc  uses  of  records  mahitsiBwl  in  the  system,  hKhidiBg  catego¬ 
ries  of  men  and  the  purposes  at  such  uses: 

Information  in  these  records  may  be  communicated  to  the 
Union  pursuant  to  the  grievance  procedure. 

These  records  may  be  reviewed  by  the  Civil  Service 
Commission  or  used  in  reporting  to  the  Civil  Service 
Commission  on  lator-management  relatioas  activity. 

Records  may  be  disclosed  to  a  Hearings  Examiner  from 
outside  the  Agency,  punisant  to  estabhshed  procedures. 

Slon«s:  Records  are  maintained  in  file  folders. 

Rctrlevabllity:  Records  are  indexed  by  name  at  the  etrqdoyee  fil¬ 
ing  the  grievance  or  appeal. 

Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  ofikal  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  uruuithorized  disclosure. 

sad  diqMsal:  Records  are  trained  indefinitely. 

System  inanagrr(s)  wtmA  addrem:  Privacy  Act  CXficer,  Regional 
Directors,  District  Directors.  See  Appendix  A  tor  addresses. 

Notificathw  procedure:  An  iiKlividoal  may  inquire  as  to  whette 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Of^  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  crffices  are  contamed  in  Appendix  A. 

Record  accem  procedures:  In  req^xmse  to  a  request  by  an  in¬ 
dividual  to  detennine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  DirecUH-  wiD  set  forth  the  procedures  for  gaiiung  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  wiO 
be  so  advised. 

CantestlBg  record  procedures:  Individuals  desiring  to  contest  or 
am^nH  information  maintained  in  the  system  should  direct  then 
request  to  the  official  Usted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categorleo:  Individual  who  files  grievance  or  ap- 
peal,  other  employees,  Uiuon,  Personnd  and  employment  records. 


SBA190 

System  name:  HutiicaiK  Agnes  Disaster  Files — SBA190 

Syatem  locatlan:  PhSadelphia  Regional  Office,  Harrisburg  Branch 
Office  and  WOkes-Basre  Branch  Office  of  SBA.  See  Appendix  A 
for  addresses. 

Categories  at  IndhrlrtiialB  cercred  by  ttte  ayatem:  Recipients  and 
appbci^  (rf  SBA  Disaster  Home  Loam,  redpaents  of  Pennsyl- 
vania  State  grants. 

Categorirs  at  records  hi  Bk  aiyalma:  This  system  of  records  con- 
taina  information  relating  to  loans  applied  for  and/or  issu^  during 
the  Ihirricane  Agnes  disaster  of  June  1972.  These  records  include: 
Detailed  analysis  of  every  SBA  disaster  loan  wer 

50,000  approved  in  the  Philadelphia  Region  during  the  Hurricane 
Agnes  disaster  of  June  1972, 

List  of  individQals  receiving  State  grants. 

List  of  Mobile  Home  Lonm  fuly  fo^ven. 

List  of  borrowers  scheduled  for  liquidation  and  other 
infonnation  needed  to  detennine  eligibility  of  a  borrower  for 
additional  funds. 

Active  disaster  accounts  containing  U.S.  Court  Order  for 
Restitutioa  for  misuse  of  loan  proceeds. 

Authority  far  mslnirtimrr  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  15  U.S.C  634(bX6). 

Routine  urns  of  recorde  msfaitelned  hr  the  qrstem,  incindhig  catego¬ 
ries  at  men  and  the  pinrpoaai  at  math  aaoK  These  records  and  infor- 
matioo  in  these  reco^  may  be  used: 

In  the  event  that  a  systm  of  records  maintained  by  this 
Agency  to  carry  out  its  functioa  indicates  a  violidion  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  arxl  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  r^iulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use.  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
dunged  with  the  re^xmaibilky  of  investigation  or 
prosecution  of  such  violation  or  chaiged  with  enforc^  or 
inqjlementir^  the  statute  or  rule,  regdation  or  order  issued 
pursuant  thereto. 

To  request  infonnatkm  from  a  Federal,  State,  or  local  agency 
maintaining  dvil,  criminal  OT  Other  irifonnation  relevant  to 
determining  an  applicant’s  suitability  for  a  loan. 

Stewrage:  Records  are  indexed  by  recquent’s  luune. 

Safeguards:  Access  to  and  use  at  these  records  are  limited  to 
those  persom  whose  official  duties  require  such  access.  Persormel 
screening  is  employed  to  ivevent  unauthorized  disdosure. 

and  dfapoaal:  Records  are  maintained  indefinitely. 

Syatem  mnm^rrti)  and  addrtsa;  Regional  Director.  Branch 
Managers.  See  Ajqiendix  A  for  adchesses. 

NotificalioB  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writ^  to: 

R^ional  Director  for  Regional  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  procedures:  In  response  to  a  request  by  an  in¬ 

dividual  to  determine  whether  the  system  contaim  a  record  pertain¬ 
ing  to  him  or  her,  the  Regk^  Director  or  Branch  Manager  wiO  set 
forth  the  procedures  far  g«»n»ng  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  w31  be  so  advised. 

Cootestii^  record  procedursK  Individuals  desiring  to  contest  or 
nnrumrf  information  maintained  in  the  system  should  direct  their 
request  to  the  (rffidal  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  propoeed  amendment  to  die  iirior- 
mation  sou^it. 

Record  aourcc  categories:  Indivklual  to  whom  record  pertaim. 
Loan  Case  FOes,  Department  of  Community  Affairs  (State  of  Pa.). 
United  States  Probation  Officer,  United  States  Clerk  of  Courts, 
Agency  employees. 

SBA195 

Sjiiep—  usme:  Inquiries  and  Correapondence — SBA1S>5 

Syatem  Central,  District  and  Branch  Offices  of  foe  SBA. 

See  Appeixlix  A  for  addresses. 

ratupflrn  of  buMilrtnali  covered  by  the  system:  Individuak  who 
have  inqidred  of,  or  cofreapooded  with,  tite  Small  Business  Ad- 
ininistratioo.  or  have  been  the  subject  of  such  inquiry. 
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Categories  of  records  fas  the  system:  This  system  of  recofxls  ocMi- 
tains  formation  relating  to  coirespondence  and  inquiries  which 
are  fOed  by  the  inquiror’s  name,  and  are  not  fQed  chronologically. 
Included  in  these  records  are  inquiries  from  members  of  Congress, 
borrowers  and  ai^dicants,  and  interested  members  of  the  puNk  and 
news  media.  Alw  included  in  this  system  is  information  relating  to 
Disaster  Home  Loan  borrowers  and  applicants,  and  SBA  em¬ 
ployees  who  have  been  the  subject  of  an  inquiry.  whenT  such  infor¬ 
mation  is  filed  by  the  individual’s  name  and  not  riuxmcdogically. 

Authority  lor  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6).  44  U.S.C.  3101. 

Ronthie  uses  of  records  maintained  fa  the  system,  faiplinUng  catego¬ 
ries  of  naers  and  the  purposes  of  auch  uses:  These  recmxls  and  infor¬ 
mation  in  the  records  may  be  used: 

To  respond  to  a  request  from  a  member  of  Cemgress  r^arding 
the  status  of  a  loan  or  application  for  a  loan. 

To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  (rf  the  loan  and  the  apportioned 
amount  ai  the  loan  for  real  or  personal  property  loss. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  vit^tion  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  rrievant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  <»*  charged  with  enforcing  or 
implementing  the  statute  or  ride,  regulation  or  order  issued 
pursuant  thmto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  the  Agency. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  hiformation  is 
relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

•  Storage:  These  records  are  maintained  in  file  folders,  on  magnetic 
tiq>e.  and  index  cards. 

Retrievability:  These  records  are  indexed  by  individual’s  name. 

Safegoards:  Access  to  and  use  oi  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unaut^rized  disclosure. 

Rctcatlon  and  disposal:  These  records  are  retained  for  no  more 
than  three  years  and  then  disposed  of. 

System  manageits)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  ^>pendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertainmg  to  1^  or  ho'  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in-  . 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  A^  Officer,  District  Din^or  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendmoit  to  the  for¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  personnel,  case  files.  Congressional  correpondence. 
General  Accounting  Office. 

SBA205 

System  name:  Legal  Woik  Files  on  Personnel  Problems — SBA205 

System  locatian:  SBA  Central  See  Appendix  A  for  address. 

Cntegories  of  hnMvidnals  covered  by  ttw  system:  SBA  enq^yees. 


Categories  of  records  In  the  system:  These  work  files  include 
opinkms,  advice,  transcripts,  witness  statements,  etc.  maintained 
by  the  General  Counsri’s  Office  on  personnel  cases. 

Authorhy  for  maintenance  of  fim  system:  15  U.S.C.  634(bK6);  5 
U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  includfa^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  agency  use 
only. 

Storage:  Records  kept  in  file  feddm  which  are  stored  in  file 
cabinets.  ' 

Retrievability:  Records  indexed  by  employee’s  name. 

Safeguwds:  Access  limited  to  those  enqiloyees  in  General  Coun- 
sd’s  Office  invedved  in  these  cases. 

Retention  and  disposal:  These  work  files  are  kept  indefinitely. 

System  managers)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Nodficatioo  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer. 

The  tiddress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  deiermine  udiether  the  system  cemtains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesdng  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sou^t 

Record  source  categories:  Office  of  Persoimel,  Third  party  wit¬ 
nesses. 

SBA210 

Syston  name:  Lessees  of  Federally  Owned  Land  on  Rivers  in  D- 
linots — SBA210 

System  location:  Springfield,  Illinois  Branch  Office.  See  i^pendix 
A  for  address. 

Categories  of  individuals  covered  by  the  system:  Leesees  of 
Federally  owned  land  on  rivers  in  Illinois. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  as  to  whether  these  individuals  did  or  did  not  ob¬ 
tain  SBA  loans  during  the  1973  Federally  declared- flood  disaster. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  harliiHing  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
only. 

Storage:  These  records  are  maintained  in  a  file  folder. 

Retrievability:  These  rectnds  are  indexed  by  lessee  name  as  well 
as  a  cross-referenced  lot  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  b  emfdoyed  to  prevent  unauthorized  (hsclosure. 

System  managers)  and  address:  Branch  Manager.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  recrari  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Branch  Manager  in  Snring- 
field,  m. 

The  address  of  this  (rffice  is  contained  in  Appendix  A. 

Record  access  procedmes:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Branch  Manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  ai  the  in¬ 
dividual,  he  or  she  wiD  be  so  advised. 

Contesting  record  procedures:  Individuak  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragr^ih,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Department  of  the  Army,  Corps  of  En¬ 
gineers. 
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SBA220 

SyAaa  oaiiw:  Litigation  and  Claim*  Fge _ SBA220 

Central  Office.  Regional,  District  and  Branch 
. .  and  Federal  Recoixls  Centers.  See  Appendix  A  for  SBA 
addresses  and  Appendix  B  fw  FRC  addresses. 

Categories  of  indMduals  covered  by  the  Qatem:  AB  Disaster 
Home  Loan  recii»ents  and  other  individuals  who  are  parties  to 
lawsuits  or  claims  involving  the  SBA.  ' 

of  reoo^  te  the  ejetew  This  system  of  records  coo- 
recipients  who  have  been  cla««ifKHi  as 
in  btigabon  and  all  indivKhials  inv<4ved  in  claims  asserted  by  or 
a^iMt  These  records  include,  wherever  ^iplkable:  af- 

f^vito  bnefs.  pieachngs.  depositions  and  interrogatories,  summa- 
nes  of  low  sUtus  with  entries  of  progress  of  litigation,  opinions. 
Cities  of  Departement  of  Justice  papers  concemhm  loan  in 
btigation.  summanr  foreclosures,  chattel  hen  searches,  requests  and 
answers  imder  disclosure  of  information,  modifications  of  loon 
terms  and  conditioos.  recipienU’  attorneys’  names,  amount  of  ha- 
of  ««,.l  ..ri  ^  ^ 

«*S!a«us:c3.oi."  •* **■ 

nwhifrinrit  in  the  system,  inclnding  cahao. 
the  parposes  of  mch  naes:  llieae  records  and  i^^ 
mahon  m  the  records  may  be  used; 

^  the  event  that  a  system  ot  records  maintained  by  thi^ 

Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law.  whether  civil,  criminal  or 
regulatory  in  nature,  and  aiiether  ariaii«  by  general  ■*«*i.*t 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
a^ropmte  agency,  whether  Federal.  State,  local  dr  foreign 
charged  with  the  responsibility  of  investigation  or  * 

promution  of  such  violation,  or  charged  with  enforcing  or 
**“*“**’  regulation  or  order  issued 

purtuani  tnereto. 

In  the  course  of  presenting  evidence  to  a  court,  magistrate  or  ad- 
muustrative  tribunal,  including  disclosuies  to  opposite  counsel  in 
the  course  or  settlement  n^otiations. 

These  records  are  maintained  in  file  folders,  binders  and 
mdex  cards.  auu 

Ketrlavablllly:  These  records  are  indexed  by  the  m»m*  of 
recipient  and  claimant. 

Safeguards:  Access  to  and  use  of  these  records  are  to 

tbMe  persons  ivhose  t^Ocial  duties  require  such  access.  Fteraonnel 
screening  is  employed  to  prevent  unauthorized  diaclosare. 

^  >>*>8*tion  records  are  maintained  by 
the  (^tral  Recorxls  Section  for  one  year  after  the  titlnatir.^  ^^tion 
has  been  completed  and  marked  “closed”.  At  that  HnU 
records  may  be  transferred  to  the  Loan  Case  Pile  while  the 
remainder  are  destroyed.  Records  of  claims  and  Disclosures  of  In- 
S"  “*“»■«*««*  indefinitely  and  Actual  and  Cootiimeiit 
Ijabihys  Reports  are  maintained  until  the  case  is  resolved 

addrrss;  Privacy  Act  Officer,  Regional 
Dnectos^^Dhtnet  Directors,  Branch  Managers.  See  Appendix  A 

Nstfilealloa  prntofens.  An  individual  may  inquife  as  to  whether 
the  system  contains  a  record  pertainii«  to  lum  or  her  by  addresshm 
a  request  m  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regi^  Director  for  Regkmal  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for'Branch  Officer  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

P^reteaia.  In  response  to  a  request  by  m  m- 
Avidual  to  determine  whether  the  system  contains  a  record  peilam- 
mg  to  him  or  her,  the  ftivacy  Act  Officer.  Regionte  Director  Dis¬ 
trict  Director  or  Branch  Mainger  wil  set  forth  the  procedure  for 
access  to  those  records.  If  there  is  no  record  of  the  in- 
dividual,  ha  or  aha  wiD  be  ao  adviaed. 

reretM  proeiimm.  Indivkhiab  desiring  to  contest  or 
amend  mformation  mamtsineid  in  the  system  rimirid  dhect 
••tP****  *0  the  official  listed  in  the  above  parngraph.  stath^  the 


nStkS*8Si^****^  it  and  the  proposed  araerahnent  to  the  infor- 

Indivkhial  to  whom  the  record  pertains. 
A«“*cypCTsoimd,  DqMrtment  of  Justice,  interviews  and  cor- 
>«POwJence  with  individuals  outside  of  the  Agency,  bankruptcy 
notices,  court  records,  title  companies,  and  Loan  Case  Files. 

*^J^**^  pwnririons  of  the  act:  Pursuant  to  5 
material  m  the  record 

TOiripiled  for  taw  enforcement  purposes  or  for  the  purpose  of  deter- 

qualifications  for  Federal  civilian 
classified  information 
“?*5f***°“*  *®««**.  “*d  contest  requitements 
fcXl).  (eX4XG).  (H),  andw!^ 
Agercy  r^utahons.  This  exemption  is  necessary  in  order 

for  the  Agency  legal  staff  to  properly  perform  its  funrti^. 

SBA22S  ^ 

System  name:  Loan  Accounting— SBA22S  ' 

location:  Central  Office  of  the  SBA.  ^  Appendix  A  for 

■>»  °f  pi«- 

inSUSSf  !^  *y***  i"  This  system  of  records  lists 

accounting  of  Disaster  Home 
lAiam.  Inchjded  m  these  records  are  transaction  registers, 

^'kSj****^  nMual  fieem.  listing  ot  assets  and  HahjhTtaT 
and  hstinus  oC  outstenrtiin  itcnis  in  suspense. 

owin.  us'SlST'  »'■  '’use. 

Storage:  Records  are  maintained  in ’file  folders  and  binders. 
Rctiievabillty:  Records  are  indexed  by  loan  nurUber. 

Safcgua^  Access  to  and  use  of  these  records  are  KmH^yi  #0  Ac- 
coun^  Operations  Dhdsion  personneL  Personnel  screenhm  is  em¬ 
ployed  to  prevent  unauthorized  disciosure.  ” 

*®**^**—  th^waal:  Records  are  retained  indefinitely. 
dix^Sgf**  “*  Office,.  S«  A„«- 

the^^^  cootatarl"iJi»rd  pertte^  toto*5rtaL“y*^JkS^^ 

*?**  If"®*t*“re8:  In  response  to  a  request  by  an  in- 
Avk^  to  determme  whether  the  system  contains  a  record  pertain- 
^[to  him  or  to,  the  Privacy  Act  Officer  wiB  set  foi^  the 
proceAira  to  gammg  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  wiB  be  so  advised. 

CsnSaiteig  rsc^  proeefearas:  Individiials  desiring  to  contest  or 
amend  mfonnatxm  mamtained  in  the  system  should  doect  then- 
request  to  the  of^  hsted  in  the  alWpLSlph, 
reas^  for  contesting  it  and  the  proposed  amendmern  to  the  infor¬ 
mation  sought 

Recmd  sum  categories:  Individiial  to  whom  record  pertains 
Agency  employees.  Loan  Case  FBe. 

^  SBA23t 

■■■K  Loan  Activity  Reports— SBA230 

**‘***^  Regional  Offices  of  the 

SmaB  ftianess  AdnanisUation.  For  addresses,  see  Appendix  A. 

•nd^^tots  of ‘Dtomv^HameLoa^  **  Applicants  for 

^  This  system  of  records  con- 

tarns  nformation  relating  to  a  Dtaaster  Home  Loan,  to  tfata 

system  are  bsu  of  loan  approvals,  lists  of  loons  declioed.  Hats  of 
toys  canoeBed.  ^  of  bonk  offioeta,  SOORE/ACXv^mtotea^ 
Advta^  Caydl  members  retovmg  loan  approval  Itats,  Itats  of 
P«*to«,  Bets  of  borroweia’  FteM 
?“  ""*^**””“*  te>l»w*d  toons.  Hate  of  matur- 

mg,  and  lists  of  dnbursed  loans.  Lists  of  approved  loans  to- 

formation  minting  to  the  amount  of  a  toon,  the  term  and  rale. 

Aatharlly  isr  astintenasHe  of  the  snatenai  5  U.S.C  301  II  u  r' 
634(bXQ.  44  U.S.C  3101. 
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for  mtemal  use,  with  the  exception  of  loan  approval  hats.  Informa¬ 
tion  contained  in  a  loan  q>ptoval  list  may  be  u^: 

To  respond  to  a  request  from  a  meihber  of  Congress  regarding 
the  status  of  a  loan. 

In  the  event  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  functkm  indicates  a  violatioo  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whetfier  arising  by  general  statute 
or  particidar  program  statute,  or  by  regulation,  rule,  or  order 
piiTOMMit  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  roatme  use,  to  die 
appropriate  s^ency,  whether  Federal,  State,  local,  or  foreign, 
charged  widi  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforc^  or 
implMiMintiiig  the  Statute  or  rule,  regulation  or  order  issued 
pinsuant  thereto. 

To  provide  datk  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service  with  access  to  an 
individual’s  records  for  an  official  audit  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  IRS' 
function. 

To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  hmiled  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  proporty  loss. 

THri^r'  These  records  are  maintained  in  file  folders,  binders  and 
index  ci^s. 

Rctrfcvabttity:  Records  are  indexed  by  applicant  and  redptent 
name  as  well  as,  for  approved  loans,  the  loan  mimber. 

«  Safegnards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whoM  official  duties  require  such  access.  Personnel 
screening  in  employed  to  prevent  imauthorized  diaclosure. 

n»— rtn»  smI  dfapoaal:  Records  are  maintained  indefinitely. 

System  maai«ar(s)  and  address;  Regnal  Directors,  District 
Directors,  Branch  Mrmagers.  See  Appendix  A  for  addresses. 

Nodficatian  proosdnrc:  An  individual  may  inquire  as  to  whedm 
the  system  contams  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

R^ional  Director  for  Re^onal  Office  records 

Distria  Dhector  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  .^ipendix  A. 

Rceord  aeocas  proosdares:  In  response  to  a  request  by  an  ^ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
ir«  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedii^  fra  gaining  access  to 
records.  If  there  is  no  record  ot  the  indivkhial,  he  or  she  wiD 
be  so  advised. 

CoaSealing  recrad  procedures;  Individuals  desirmg  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  suting  the 
reasons  fra  contesting  it  and  the  proposed  aunendment  to  the  infor¬ 
mation  sou^t. 

Kccord  souroc  categsrles;  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  Rle,  and  Lxian  Master  I^es. 

SIIA23S 

System  aanm;  Loan  Case  File — SBA235 

Um— AO  District  and  Branch  Offices  and  some  Re¬ 
gional  Offices  oi  the  Sman  Business  Administration  and  in  Federal 
Record  Centers.  See  Appendix  A  fra  SBA  addresses  and  Appendix 
B  fra  FRC  addresses. 

Categories  of  iadiriduals  oorered  by  the  sysSens;  AppheanU  and 
recipients  of  disaster  home  loans. 

Cwtegnate.  ef  reoards  Is  the  syal«;  This  system  of  records  con- 
tmin*  infarmatioo  relating  to  an  individual  who  has  apphed  for.  or  is 
fiQceiving  a  disattfT  home  loan  from  the  time  of  the  nuhvidual  s  ap¬ 
plication  until  the  date  of  payment  in  fuO  or  charge-off  if  approv^; 
or  until  die  date  of  an  official  denial  if  declined.  These,  records  in¬ 
clude: 

Loan  applications  and  supporting  documents 
Personal  history  and  financial  statements 
Cretht  information 
Investigative  reports 
Appraisers’  reports 


.  Correspondence  and  recommendations  of  responsible  SBA 
official  including  approval  authorizations 
Disbursement  amount,  term  and  rate 
History  of  repayments 
Collateral  and  UGC  filings 
Collection  and  liquidation  activities 
Relmed  correspondence 
Settlements  and  compromises 
PardcqMiting  banks 

Authority  for  maintenanoe  of  the  system;  5  U.S.C.  301,  13  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  sms  of  recnidB  mrintshirfl  in  the  Qutem,  hKlndfa«  catego- 
ites  of  mers  mid  the  purposes  of  such  uses;  These  records  and  infor¬ 
mation  in  die  records  may  be  used: 

To  respond  to  a  request  from  a  member  of  Congress  r^mding 
the  status  of  an  application  or  loan. 

To  provide  information  to  the  puMk  on  an  approved  loan. 

Such  informatioo  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan,  and  the  iq;;portioned 
amount  of  the  loan  fra  real  or  personal  property  loss. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  vriiether  arising  by  general  statute 
or  particular  fxogram  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  ^ency,  whethra  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or 
imfdementing  the  statute,  or  rule,  r^ulation  or  order  issued 
pursuant  thereto. 

To  request  infonpation  frran  a  Federal.  State  ra  lo^  agency 
or  a  private  credit  agency  maintaining  civil,  criminal  ra  other 
information  rdevant  to  determining  an  applicant’s  suitability 
fra  a  loan. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agoicy. 

To  provide  infonnatioa  ra  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  (rf  a  grant,  loan,  ra  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

To  provide  the  Internal  Revenue  Service,  in  response  to  hs 
request,  with  access  to  an  individual’s  records  fra  an  official 
audit  to  the  extent  that  the  information  is  relevaiit  and 
necessary  to  the  IRS’  function. 

A  record  from  this  system  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presentii^  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposu^  counsel  in  the  course  of  such  proceedings  or  in 
settlement  n^otiadons. 

These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

RctrievabOlty;  These  records  are  indexed  by  applicant  and 
recipient  name  as  well  as  a  cross-referenced  loan  number. 

'TMigiirailr  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthraized  disclosure. 

Retetedon  dtaposal;  Records  on  approved  loans  are  retained 
fra  two  years  after  the  loan  is  paid  ra  charged-off  and  then  for¬ 
warded  to  a  Federal  Records  Center  where  they  are  destroyed  four 
years  later.  Records  on  withdrawn,  declined  ra  cancelled  ^tphea- 
tions  are  retained  fra  two  years  after  notification  of  frnal  action  and 
are  then  destroyed. 

System  man^ofs)  and  address;  Regional  Diiectors.  District 
Directors  and  Bran^  Mns^ers.  See  ^ipendix  A  fra  addresses. 

NotWearion  procedure;  An  individual  may  inquire  as  to  whet^ 
the  system  contains  a  record  pertaining  to  ra  her  by  addressing 
a  request  in  person  ra  in  writing  to: 

Regional  Director  fra  Regional  Office  records 

District  Director  fra  District  Office  records 

Branch  Manager  fra  Branch  Office  records  ~ 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Rcoord  access  procedures;  In  response  to  a  request  by  an  in- 
divkhnf  to  determine  whether  the  system  contains  a  record  pertain- 
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iag  to  hun  or  lier,  flie  RegkMial  Director,  District  Directar  or 
Branch  Manager  wiD  act  forth  the  procedures  for  gaming  access  to 
these  lecords.  B  there  is  no  record  at  the  mdividuM.  he  or  she  wiD 
be  so  advised. 

CaaSasthig  rscord  preceduraat  Individuab  deairing  to  contest  or 
■mawd  ntformatioa  maintained  in  die  system  should  direct  dwir 
request  to  the  official  listed  m  the.abo^  paragniih,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infar- 
mation  sought.  ^ 

■soard  asarca  ralamrha:  Individual  to  whom  the  vicfiPi  pertahis. 
Agency  epsployees,  financial  institutioa  reporte,  law  enforcement 
i^ncirt*  and  Fede^  Disaster  Asshitance  AdnanistratkML 

SBA240 

Syalani  nanac:  Loan  dosings — SBA240 

SyaSam  locatka:  District  and  BramA  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  address. 

CaSagaricr  of  IndMdnals  covtred  by  the  syatens:  Reeqaents  of  Dis¬ 
aster  Home  Loaiu. 

Catagerifr  of  raoanis  hi  the  syaleni:  This  system  of  records  lists 
closing  information  relating  to  Disaster  Home  Loans.  Included  in 
these  records  are  closing  reports,  disbursement  status  of  loan  ac¬ 
count.  expiration  at  disbursemeirt  periods,  and  other  records  erf 
disbivaement. 

Aathsrltj  for  aasaatOMBCs  of  the  syslcai:  S  U.S.C.  301,  IS  U.S.C. 
634(bK0).  44  VS.C.  3101. 

Reutaae  uses  of  raoorda  mafaitahwd  in  the  ayaSans,  laclndlng  catrgo- 
rlaa  of  nsers  and  the  purpqaas  at  such  uses:  Internal  use  only. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

RetrievabOity:  These  records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  diopoaal:  Rles  are  retained  indefiniteiy. 

System  niaaager(s)  and  address:  Dutrict  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Netificatisn  prc'«dnrc:  An  indivkhial  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  hun  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Dntrict  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  <rf  these  offices  are  umtained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  wffl  set 
forth  the  procedures  for  gaining  access  to  these  records.  B  there  is 
no  record  of  the  individu^,  he  or  she  will  be  so  advised. 

Coutestfa^  record  procedures:  Individuids  desiring  to  contest  or 
amend  informatioa  maintained  in-  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amenefanent  to  the  infor¬ 
mation  sought. 

Record  source  calegorics:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  FOe. 

SIIA245 

System  name:  Loans  in  Liquidation.  Charged-Off  or  I^id-in- 
FuH— SBA24S 

System  lecatlon;  Central  Office,  District  and  Branch  Offices  of 
the  SBA  and  Federal  Records  Craters.  See  Appendix  A  for  SBA 
addresses  and  Appendix  B  for  FRC  addresses. 

Caicgoitei  of  indhrldnals  cevored  by  the  aysSoo:  Recipients  of  Dis¬ 
aster  Ifome  Loans. 

Categories  of  records  la  the  ybom-  This  system  of  records  con¬ 
tains  Mormation  relating  to  Dbaster  Home  Loans  that  have  been 
placed  in  liquidation  status  or  have  been  charged-:^.  These  records 
include  iirfonnation  on  finances  of  borrowers,  disposition  of  col¬ 
lateral,  how  recoveries  are  applied,  comments  relative  to  liquidation 
status,  and  date  of  final  chaige-<rff. 

Authority  for  -rrfntrnn—  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bXd),  44  U.S.C  3101. 

Routfese  uses  of  records  Boakstalned  In  dw  mrsSem,  Inchadhig  caSsg^ 
rics  of  assn  and  tbs  purposes  of  such  nasa:  Ineoe  records  and  inf or- 
mation  in  the  records  may  be  used: 


lb  provide  data  to  the  Oenetal  Accounting  Office  for  periodfc 
reviews  of  tfaia  Agency. 

To  provide  the  Infenud  Revenue  Service,  in  re^xmae  to  hs 
request,  widi  access  to  an  huBvidual’s  records  for  an  crffidal 
au^  to  the  extent  that  the  infonnntion  is  reievuit  and 
necessary  to  dm  IRS’  ftmefion, 

In  the  event  court  action  arises  from  kuui  coOecthm  activities, 
a  record  from  this  system  of  records  may  be  disdosed,  as  a 
routane  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  aAniiustrative  tribunal,  inchaing  disclosures  to 
opposing  counsel  in  the  course  or  settlemerAnegotiations. 

In  me  event  dnt  a  system  of  records  mamtsined  ^  das 
Agency  to  carry  out  its  function  indicafes  a  violiMioo  or 
potential  violatioo  of  law.  wfaedwr  dvfl,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  partinilar  program  statute,  or  by  legulariDa,  rule  or  order 
issued  pursuant  thereto,  the  rdevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreigD, 
cluBged  with  the  responaibflity  of  investigadoa  or 
prosecution  of  such  violatioa  or  charged  with  enforcing  or 
inqilementing  the  statute  or  rule,  regidation  or  order  issued 
pursuant  thmto. 

Sloraga;  These  records  are  mamtained  in  ffle  folders,  index 
cards,  md  magnetic  tape. 

RsfrlevribOlty:  These  records  are  indexed  by  recquent  name  as 
wdl  as  a  cross-referenced  loan  number. 

Safegnards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retmtlon  and  iMipnrsI’  Records  on  a  loan  in  hquidation  are 
retained  by  the  SBA  for  three  years  after  the  case  is  cloaed.  Except 
for  those  cases  on  which  subsequent  collection  efforts  have  bera 
made  within  three  years  firom  the  date  of  ctosing,  the  records  are 
then  transferred  to  a  Federal  Records  Crater,  which  wiD  dispose  of 
the  records  after  four  years. 

System  manager^)  and  aihkem;  Priv^  Act  Officer,  District 
Directars,  Branra  Managers.  See  Appendix  A  for  addresses. 

Nodfleatioa  proesdine;  .An  individual  may  inquire  as  to  vriiether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  reqiiest  in  person  or  in  writing  to: 

Mvacy  Act  Officer  for  Cratnd  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  at  these  offices  are  contained  in  Appendix  A. 

Rceord  afwm  procedures:  In  reqionae  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  win  set  forth  the  procediim  for  gaining  access  to 
these  records.  B  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

CoafMtfeig  record  procedures;  Individuab  desiring  to  contest  or 
amend  information  maintained  in  the  system  shovU  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amerxhnrat  to  the  infor¬ 
mation  sougbL 

Reoord  source  calegoriest  Individual  to  whom  the  record  pertains. 
Agency  employees,  financial  institution  reports,  creditors  of  die  in¬ 
dividual,  auctioneers.  U.S.  Attorney.  SBA  Coflateral  FOe,  SBA 
Loan  Case  FOe. 

SBA2S0 

Syslesn  aamt:  Loan  Master  Files — SBA250 

System  locattniiT  Central  Office  of  SmaD  Busineas  Adminbtration. 
See  Appendix  A  for  the  address. 

Categortee  of  huBvidnab  oovsred  by  the  eyeteav  Recipeeiite  of  Dis¬ 
aster  Home  Loans. 

Categarfcs  et  records  ks  the  syetem;  Thb  system  of  records  con¬ 
tains  iirfonnstion  relating  to  an  mdividual  who  has  received  an  SBA 
Disaster  Home  Loan.  Included  in  these  records  ars:  apinoval, 
dbbursemrat,  delinquency  and  bank  particqMtion  data,  modifica¬ 
tions  of  loans,  litigation  data,  and  mmority  code. 

Anthorlly  lor  metelmmrr  of  the  tjuteaK  S  U.S.C.  301,  13  U.S.C. 
634(bXQ.  44  U.S.C  3101.  . 

nnidhss  nem  of  recerdS  nsetetalnBd  to  the  netem,  incindhig  catega- 
rtes  of  asen  and  the  purpoem  of  such  nem:  Ineee  raoords  and  infor¬ 
mation  in  these  records  nay  be  used: 


reoaui  Moism  voi.  ea  na  is7— uwpihtpaY,  mmust  v.  is7s 


39124 


SMAIL  MISIHKS  ADMHMSTSATION 


To  re^wocl  lo  . 

coiuiid  m  the  COOTK  of  «K*  liroceedii**  « 

oJrh.  fmdkm  ipdxMo  a  .iplyoo  °e 
•  1  nf  law  whether  dvA.  criininal  or 

Stae-loc"*. » »»^- 

or  nhe.  o*h.boo  o,  o«lee  i»o^ 

SLS^ST^SabT^  only  to  tl*  extent 

2d  nece««n;  to  the 

Kcthievamwy  ^  ^  tkM^  racords  nre  hmitod  to 

Sdi^-rde:  <J^^require  such  access.  Persoonei 

w's.« 

*«  o«B». 

d,Softhisrffde«cont«iiedmAp|*odix  A^^  by  an  in- 

*•“'  *S;!LSr!jtete  tt>e'w^“»^ 

dividual  to  detemuM  AaOfficet  wiD  set  fotih  the 


of  the  infflvia _ .  _ ^  .  individuaU  desiring  to  contest  <x 

r„.'!^i.'“J3‘t£  XSS'«!=K  to  the  hdoe. 

Lou.  C.~  File,  iodividud  to  whom 
Bcoard  source  ctdegones.  lotam 

record  pertains.  Agency  employees. 

SBA255 

- aaree:  Management  Assistance  Resource 

OfBce.  Retpomd  2' 

liSrtHd^S.  Office,  of  the  SBA.  See  Append..  A  f«  «l 

-  “trho^M^rsse^s^ 

dividuak  who  are  potential  speakers,  counselors  or  ««uu. 

s^pXt^-rerrh^^ 

Bients.  copies  of  tdeases  and 

dividual  vohmteers.  pubhcatioos  authoiea.  new* 

“tSL.,  ler  - ef  the  e>— =  3  U.S.C.  301,  15  U.S.C. 

634(bK6).  M  U.S.C.  3 W.  ^  ^  fcae  i-diing  catago- 

rtSCSLT^tkpSp^  -» T’«=“  “"■ 

““**^^^^ddr^»RE/ACE  vohmleeni  with  infoonation  about  an 
i^vidual  SCORE  or  ACE  vohimeer. 


To  provide  muveraity  coordimaom  »^Won^n^rt»«t 

^^XStS^^oms  i.  »^*.y«a  “ 

'“’“"T  .  -  -..  oe„^  me  mtaioed.  in  the  ceae  of 

SCORE  volunme^  ‘“„1Smv«dfa»n  uSve’^thipaSlI'S 

;^?r3,s;^‘“F.nroSs:^ 

riLTKr^’Si^ 

a  request  in  person  or  m  writing  to.  _ 

^Xacv  Act  Officer  for  Central  J^icerec^ 

»«do.  for  RUPO.^^ 

^daDirectoc  te  DhOiict 

-c  comuned  in  AP,^^ 

diSSSVSSS.JS^^'S-”^ 

hie.  ttocto,  or  Bm^  retird  of  tte  in- 

maininp  access  to  uicse  reoorfM._ 

he  or  she  win  be  so  advised. 

ConMftiBg  rec^  iS'^'^S^teST^jSSld  d^t  their 

SS  tetStSit^B^  “  ““ 

^''.Sl^KSdS?1Se..ional  onpmieatioi..  dvic  «fil«>i“- 
tions. 

SilA260 

w  - - Minority  Groups — SBA260 

^fT-  loodion-  Central  Office  and  the 
oST  £S:??au72»d  San  Diego.  See  Appendix  A  for  the  ad- 

of  todlvidual.  cnvewd  by  the  s^:  Officers  ^ 
ItSSy  organizations  and  minonty  government  and 

dvic  **”^*^-  bi  Ibe  system:  This  system  of  records  con- 

on  individual-.  *=■ 

SvSes.  Included  within  this  system  are  members^  oi. 

*'S^iS!!&e.dve  tnawid.  «1.~  .PP^Bde  and 

related  correspondence.  <  ii«r  TOl  and  44 

AntAnrhy  for  iiHifaitmswrr  ol  the  syrtem:  5 

^  »f^°Ls  of  records  --«"*-«">*<  hi  the  system,  includiag  catego- 
I  *^*"!****  ^_.i*i/r2^inarr  of  such  uses:  For  internal  use  only. 

‘  riet  of  users  and  the  purposes  or  msD 

vw.  - These  records  are  maintained  m  file  folders. 

Storage.  iBcse  recw»  _ ^  hv  indivklual  member 

Retrfevaliillty:  These  records  are  indexed  t>y  moiviuu-. 

^  iTHinrinn  md  dtaposal:  Tliese  records  are  retained  indefini^y . 

Dhoclma.  SoeAppendUA  for  t.^^  h.^  ..  u.  whaOm. 

a  reouest  in  person  or  in  wntmg  to:  _ 

Privaev  Act  Officer  for  Central  Office  ^eexx^ 

*  District  Director  for  District  Office  Records 
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The  addresses  ci  these  offices  are  contained  in  Appendix  A. 

Record  access  proccdyrcs:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  die  Privacy  Act  Officer  or  District  Director  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  indivkhial,  he  or  she  wiQ  be  so  advised. 

Contesting  record  procedures;  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  (rfficial  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor- 
iruition  sought. 

Record  source  categories;  Individual  to  whom  the  record  pertains. 
Bureau  of  Indian  Affairs,  Mexican-American  Fedoration  of  San 
Diego  County.  Union  of  Pan  Asian  Communities  of  San  Di^o 
County,  Business  Resource  Center  of  San  Diego,  Urban  League 
Business  Directory,  Agency  personnri  and  the  news  media. 

»A265 

System  name;  Modifications  in  Loan  Accounting — SBA26S 

System  locatkin;  Central  Office,  District  and  Branch  Offices  of 
SBA.  See  Appendix  A  for  addresses. 

Categories  of  individnals  covered  by  the  system;  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  he  the  qfsiem:  This  system  of  records  lists 
information  necessary  to  keep  Loan  Case  Piles  up-to-date  with 
changes  of  borrower’s  address  or  loan  status,  deferments  and  rejec¬ 
tions  in  payments,  and  other  modifications  as  contained  in  SBA 
Form  327. 

Authority  lor  Hudntmance  of  the  system;  5  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  tacluding  categiK 
rles  of  users  and  the  purposes  of  such  uses;  For  internal  use  only. 

Storage;  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Rctrlevability;  Records  are  indexed  by  loan  number  and  name  of 
borrowers. 

Safeguards;  Access  to  and  use  <rf  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal;  Records  are  retained  for  no  mc»e  than 
two  years,  then  destroyed. 

System  manamr(s)  and  address^  Privacy  Act  Officer,  Dutrict 
DirKtors,  Bran^  Muiagers.  See  Appendix  A  for  addresses. 

Notification  procedure;  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures;  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  in’  her,  the  Privacy  Ari  Officer,  District  Director  or 
Branch  Manager  wiO  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

CanSeadng  raeord  procedwes:  Individuals  desiring  to  contest  or 
amend  informatioo  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendtoent  to  the  infar- 
mation  sought. 

Rceard  source  cairgortes;  Agency  Personnel,  Individual  to  whom 
record  pertains.  Loan  Case  File,  Firumdal  Institutions. 

SBA270 

S3r8tflm  name;  Noit-Career  Employees — SBA270 

SysSem  lacattant  Central  Office,  at  addtess  listed  in  Appendix  A. 

Calrgorin  af  MHiduals  covered  by  the  ayslomt  Schedule  C  (Non- 
Career)  employees  or  applicants. 

CaStgeriei  of  rscerds  in  the  ayalenu  Hie  indudes  deamnee 
Requests.  Standard  Form  171,  resumes  and  other  background  infor¬ 
mation  on  applicants  for  non-career  positions  with  the  SBA. 

Autharlty  far  maftricnanee  of  the  nysame:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Bantine  naea  af  records  maintained  In  the  tyaerm,  herlutMng  caSega- 
rlm  af  naan  and  the  pnrpoam  af  such  neea: 


Information  in  these  records  is  used  to  respond  to  requests  for 
information  from  the  White  House,  and  to  forward 
information  to  the  White  House. 

These  records  may  be  examined  by  the  Civil  Service 
Commission  or  General  Accounting  Office  in  reviewing  the 
Agency. 

Storage;  Records  are  kept  in  file  folders. 

Rctrievability;  Retrievable  by  name  of  q>plicant  or  employee. 

Safeguards;  Records  are  kq)t  in  locked  filing  cabinet.  Persoir: 
screening  is  utilized  to  prevent  unauthorized  use. 

Retention  and  dhposal;  Ffles  are  kept  current  and  are  disci 
when  no  longer  needed. 

System  managers)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  tte  Prhnscy  Act  Ctfficer  at  the 
address  contained  in  ^;pendix  A 

Record  aooeaa  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Ari  Officer  wiD  set  forth  the 
jxrocedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  wQl  be  so  advised. 

Coatcstfaig  record  procedures;  Individuab  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragrsqih,  stating  the 
reason  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
matioo  sought 

Record  source  categories:  Iirdividuals  on  vriKun  record  is  main¬ 
tained,  White  House. 

SBA275 

System  name:  Notaries  Public — SBA275 

System  locadoo:  Houston  District  Office,  Fairbanks  Branch  Of¬ 
fice.  For  addresses  see  Appendix  A. 

Categories  of  tauBviduab  covered  by  the  qutem:  SBA  employees 
udio  have  been  designated  to  function  as  Notaries  Pub^. 

Categories  of  records  hi  the  system:  This  system  is  a  record  of 
emi^yeps  designated  as  Notaries  Public,  whose  fees  are  paid  by 
the  agency. 

Authority  lor  mahdensnre  at  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Rmdine  uees  at  records  malntainwl  hi  the  systeas,  hicludiag  catego¬ 
ries  of  uaen  and  the  purposes  of  such  uses:  Information  in  this 
system  may  be  used  to  communicate  with  die  appropriate  agency 
of  a  State  Government  responsible  for  bondnig  Notaries  Public. 

Storage;  Records  are  maiidained  in  file  folders. 

Rctrievability:  Records  are  indexed  by  the  name  of  the  employee 
designated  as  a  Notary  Public.  * 

Sajegiiarrh:  Kept  in  file  cabinet. 

Retention  and  disposal;  Indefinite  retention,  or  until  superseded. 

System  mnnager(s)  and  adihsm;  District  Director,  Branch 
Manager.  See  Appendix  A  for  addresses. 

NotUcation  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  hiin  or  her  by  addressing 
a  request  in  person  or  in  writ^  to: 

District  Director  for  District  Office  Records 
Branch  Manager  for  Branch  Office  Records 
The  addresses  of  these  offices  are  contained  in 
Appendix  A 

Record  mectm  procedares:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  The  District  Director  or  Brmch  Manager  wffl  set 
forth  the  procedimes  for  gaining  access  to  these  records.  If  there  u 
no  record  of  the  individual,  he  or  she  wfll  be  so  advised. 

ConlaatMg  record  procedunes:  Individiials  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  hated  in  the  above  paragraph,  stating  die 
reasons  for  contesting  iL  And  the  proposed  amendment  to  die  in¬ 
formation  soughL 

Rocord  ssmos  ratigorirs-  Individuals  on  whom  record  is  main¬ 
tained;  purchase  orders  for  fees. 

SBA2W 

System  name:  Occupationsl  Injuries — SBA280 
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System  locatkm:  Central,  District,  RegioDal  and  Branch  Offices 
where  injuries  have  occurred.  See  ^pendix  A  for  addresses. 

Categories  of  indivldnals  covered  fay  the  system:  SBA  employees 
who  have  been  involved  in  an  accident  or  injured  on  the  job. 

Categories  of  records  in  the  ^stem:  Records  include  report  forms 
on  accidents  and  injuries,  medical  reports,  medical  bills  and  other 
information  pertinent  to  the  accident  or  injury. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101,  29  U.S.C.  651-78. 

Routine  uses  of  records  maintained  in  the  system.  Including  caf^o- 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  are  used  to  report  accidents  and  injtiiies 
to  the  Department  of  Labor. 

Records  in  the  system  may  be  used  in  processing  claims  for 
compensation  for  on-the-job  injuries,  by  the  appropriate 
Agency  or  a  court. 

Ston^:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  emi^oyee. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  inevent  unauthorized  disclosure. 

Rctentioa  and  disposal:  Files  are  retained  indefinitely. 

System  managerfs)  asid  address:  Privacy  Act  Officer,  R^kmal 
Director,  District  Dhectors,  Branch  Maruigers.  See  Appendix  A  for 
addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whetiier 
the  system  contains  a  recrml  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  ^>peixlix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertam- 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Directm',  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  m' 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  rtfficial  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  and  the  proposed  amendment  to  the  informa¬ 
tion  sought. 

Record  source  categories:  Engdoyee  involved  in  accident,  wit¬ 
nesses,  other  Agency  persotmel. 

SBA285 

System  name:  Official  Travel  Files — SBA285 

System  location:  Central  Office,  at  address  listed  in  Appendix  A. 
Fectetal  Records  Centers,  at  addresses  listed  in  Appendix  B. 

Categories  ol  huHvIdnals  covered  hy  the  system:  SBA  enqdoyees. 

ratrgsrirs  of  records  In  the  system:  Files  include  Ttavd  Vouchers 
submitted  by  each  employee. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routfate  uses  of  records  mahUahird  in  the  qutem.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  reviewed  by  the  General  Accounting  Office  in  the 
course  ot  an  audit  of  the  Agency. 

In  the  event  that  a  system  at  reemds  nuuntained  by  this 
Agency  to  carry  out  its  function  indicates  a  vkddion  or 
potential  viotatkm  ai  law,  whether  dvO,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  r^ulatory  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  reconls  may  be  refened,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsftiility  of  investigation  or 
prosecution  such  violation,  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  r^ulation  or  order  issued 
pursuant  thoeto. 

Storage;  Records  are  kept  in  file  folders. 

Retrlevaibility:  Records  are  indexed  by  employee  name. 


Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  for  two  years 
after  the  end  of  a  fiscal  year,  or  until  a  GAO  audit.  Records  are 
then  transferred  to  a  Federal  Records  Center,  where  they  will  be 
disposed  of  ten  years  after  the  end  of  the  fiscal  year  in  which  the 
records  were  compiled. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer,  at  the 
addr^  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procediuus  fm*  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Cmitesting  record  procedura:  Individuals  siring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraqih,  stating  the 
reasons  for  contestirtg  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  TYavd  Vouchers  submitted  by  em¬ 
ployees. 

SBA290 

System  name:  Outside  Engiloyment  Files — SBA290 

System  location:  Central  Office,  Regional  Offices,  Lubbock  Dis¬ 
trict  Office.  See  Appendix  A  for  addresses. 

Categories  of  Individuals  covered  fay  the  qrstem:  SBA  eng>loyees 
who  have  requested  permission  to  engage  in  outside  employment. 

Categories  of  records  in  the  system:  Records  include  requests  for 
outside  employment,  correspondence  concerning  such  requests,  and 
notification  of  Agency  aiqiroval  or  disapproval  of  outside  employ¬ 
ment. 

Authority  lor  maintenanoe  of  the  qatem:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  In  the  system,  inclndiag  catego¬ 
ries  of  users  and  tiw  purposes  of  such  nscs:  Internal  use  only. 

Storage:  Records  are  kept  in  file  f<dders. 

Retrievability:  Records  are  indexed  by  name  of  employee. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthoriz^  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  msnagerC)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Director.  See  .^ipendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Pri^M:y  Act  Office  for  Central  Office  records 

Regional  Director  for  Regional  Ofiice  reemds 

District  Director  for  Dishiict  Office  records 

The  addresses  of  these  offices  are  contained  in  ^ipendix  A. 

Record  access  procedures:  In  re^xmse  to  a  request  by  an  in¬ 
dividual  to  determine  whethn-  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
Dbtrict  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  indi^'idual,  he  or  she  will 
be  so  iidvised. 

Contesting  record  procedmus:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  there 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories;  Employee  requesting  ^iproval  of  out¬ 
side  employment  and  other  Agency  personnel. 

SBA29S 

System  name:  PhyroO  Files — SBA29S 

System  location:  SBA  Central  Office.  See  Appendix  A  for  ad- 
dreu. 

Categorks  of  Indlvlduab  covered  by  the  syateas:  SBA  employees, 
active  and  inactive. 
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C^^orte.  a  i.  ite  Name.  Sodal  Security 

“*?**^*  emiJoy«  number,  grade,  step,  and  sdary;  ocga^z^^ 
reto^nt  or  FICA  data  as  applicable:  Federal,  State  M^TloadtM 
de<*uc*K>^  as  appropnatc;  savings  bond  and  charity  deductkos- 
•*******^  ***^«2’**^  Government  life  msurance  deductions;  health 
msu^  deductioo  and  plan  or  code;  cash 
deA^ns;  aOotments.  by  type  and  amount;  fin«nri«i  institutioo 
and  mployee  account  number;  leave  status  and  leave  data  of 
sU  types;  time  and  attendance  records.  includii«  of  iraular 

ovo^,  •‘oWay^Sunda^and  other  houn^othed;  maiU?^ 

bonds,  maritid  sni^ and 
Mmber  of  dependents;  notification  <rf  Personnel  Actions;  unem¬ 
ployment  records;  r^ter  of  separations;  annual  leave  restoration' 

l^a)  and  113  (d  the  Budget  and  Accounting  Procedures  Act  of 

_^^y»yae^  ^  record  mahfihinl  h  the  symca,  hedadfag  catcgo- 

^  aaes:.  Informatioo  in  this 

record  system  may  be  used; 

In  the  event  that  a  system  of  records  maintajiMn^  by  this 
Agency  to  carry  out  ite  function  mdicates  a  vioh^  or 
potential  v^tkm  of  law,  whether  dvfl,  criminal  or 
regulatory  in  nature,  and  whether  arising  ^  general  statute 
or  ^i^ular  pro^  sutute.  or  by  regulation,  nde.  or  order 
ttsued  pursuant  thereto,  the  relevant  records  in  the  system 
or  records  may  be  referred,  as  a  routine  use  to  the 
apiroi^  agwy.  whether  Federal.  State,  local,  or  forekn 
charged  with  the  responsii^y  of  investigarion  or 
prowution  of  such  violatioo  or  charged  with  enforcina  or 

•***“**  "  regulation  or  oider  issued 
pursuant  thereto.  ^ 

To  transmit  data  to  U.S.  Treasury  to  effect  of 

paychecks  to  einployees  and  distribution  of  pay  accotxling  to 
*“5!?}^**  dnections  for  savings  bonds,  allotments  finan^ 
msUtutions,  and  other  authorized  purposes. 

By  the  General  Accounting  Office  for  audit  purposes 

In  reportii^  tax  withholding  to  Internal  Revenue  Service  and 
appropriate  State  and  local  t«ying  authorities;  FICA 
deductions  to  the  Social  Security  Administration'  dues 
deletions  to  labor  unions;  withholdings  for  health  insurance 
to  mrarance  carriers  and  the  U.S.  avfl  Service  Com^rio^ 
chanty  contnbubon  deductions  to  agents  of 

inst^t^;  annual  W.2  statements  to  taxii«  authorities  and 
IOC  individual. 

Storage:  Both  manual  and  inact>in»^.r.>n.rnblc 

numS*^****^'  employee  or  Social  Security 

Sslepards:  Physical,  technical,  and  administrative  securitv  ■« 

u. 

.»J***I?**“  ^  disposal:  Retained  on  site  until  after  GAO  audit 
then  disposed  of,  or  transferred  to  Federal  Records  Storage  Cen^ 
^  m  accordance  with  the  fiscal  records  program  app^ed  by 
GAO,  as  appropriate,  or  General  Record  Schedules  ot  QSA. 

NodOcatfon  procedure:  An  individual  may  inquire  as  to  whether 
th^ystOT  contains  a  record  pertaining  to  him  or  her  by  aAfc>««ing 
a  request  m  person  or  m  writn^  to:  * 

Frivacy^Act  Officer  for  Central  Office  records 
The  address  of  this  office  is  comained  in  Appendix  A. 

*5!!“  re^jonse  to  a  request  by  an  in- 

Avidual  to  deter^  whether  the  system  contains  a  record  pertain- 
ing  to  bun  or  hCT,  the  Privacy  Act  Officer  wffl  set  forS  the 
^oced^^  gaming  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

CsnSedl^  reostd  prooethireB:  Individuals  desiring  to  contest  or 
amend  mformation  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  pan^rqih,  th., 

SS^sew^r******^  *********  proposed  amendment  to  th^nfor- 

.“•**'**^  individuals,  supervisors. 

umeKeepers,  oCfiaal  personnel  records,  and  IRS. 


^  SBAJOg 

Symtm  name:  IVrsouud  Benefits  FOes — SBA300 

Cleveland  District  Office.  Camer  District  Office 

D«  District  Office.  See  Appendix  A  fbrkSroS^ 
Categiarfa..oltodW^<pmedbytlmsystoauSBAeng^ 

*!?****  *■  ?*•  *®«>rd  contains  informa- 

S^^LSr°?°**°*  °P**“  number  of  engiloyees  en¬ 

rolled  m  Health  Insurance  and  Retiremem  Plans. 

3iof!»1?sIc SJm —  “ “• 

Routine  uses  of  racnfA  to  to*  —  _ 

of  such  ■«  InfoiSS?ii*S^ 

Storey  Records  are  in  file  folders  or  card  files. 

RUik.  Jiility:  Records  are  indexed  by  employee 

i,  lirtted  to  ihoM 

penam  wnose  onicial  duties  reouire 
screening  ts  used  to  prevent  unauthoiized  disclosise. 

Rctanrion  and  dlsposai;  Records  are  retained  indefinitdy 

aSTSiJST*’ 

.kT*®*!!?***"  proceAme:  An  individual  may  inquire  as  to  whether 
d»esy«OT  wjntams  a  record  pertaining  to  him  or  her  by  aAW..tog 

«»  to  to  o,  her.  llto  Dfank:,  Diro.,  .rtB  ,«  forth 

n«toe.t  to  Ihe  off^  Irttod  in  ihe  ftoWpLwph. 

amoiihlieiM  to  lltoUor- 

^  SBA3I6 

Sj^mnariie:  Personnel  Card  Index  FOes— SBA3Q5 

fK^r^  Offices.  District  Of- 

lices,  and  Branch  Offices.  See  Appendix  A  for  addresses. 

Og^stto  of  indivfchials  corned  by  the  system:  SBA  einployees. 
Catagorte  of  records  hi  the  system:  This  record  is  kept  bv  each 
offiM  on  Its  enqiloyees.  It  contains  a  summary  of  personnel  infor 
Social  Security 

^Pfiowjnumber.  mantal  status,  employment  history,  and  simila; 

Siw!*^***^  **  ^  «yAttB:  5  U.S.C.  301,  44  U.S.C. 

Rorthie  uses  of  leeords  maintshriii  hr  the  sysltm,  ineiudfam  cato». 
H»  of  uKTi  and  the  piupooes  of  mch  nses:  Informal 
^^roa^y  be  used  m  responding  to  inquiries  from  membere  of 

Rec^  TOy  be  used  in  lespondiiig  to  inquiries  from  bmiks  or 
^  institutions  on  employees  requesting  loans  or  credk. 

••c*”?*'  cards,  or  on  Standard  Form  7 

Enqdoyee  Service  Record  Card.”  in  Caid  FOes.  ”*** 

RstilevaUUly:  Records  are  indexed  by  engiloyee  name. 

.ito!?*"***  ^  of  these  records  are  limited  to 

those  persons  whose  cfiicial  Aities  require  such  IVrsoimel 

screening  is  used  to  prevent  unauthorized  duclosme. 

Rcteate  a^  di^waal:  Records  are  retained  for  ten  years  after 
the  employee  leaves  the  Agency,  then  dispoeed  of. 

mana^f^  and  address:  Privacy  Act  Officer.  Resional 
Directo^^aict  Directors,  and  Branch  Managers.  See  AiJSto 

An  individual  may  inquhe  as  to  whether 

thesj^OT  comams  a  record  pertaining  to  him  or  her  by  addtessing 

a  request  m  person  or  m  writing  f q-  r 

Priv^  ActOfficer  for  Central  Office  records 
Rcgiooal  Director  for  Regional  Office  records 
Ehstrict  Director  for  District  Office  records 


*■“*'■*  »»•  igy— wemnav.  auoufr  tr.  ws 
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Branch  Manager  for  Branch  Office  records^  tu 

The  addresses  ot  these  offices  are  contained  in  Appencttx  A. 

Reocard  access  proccdarcs:  In  response  to  a  request  in¬ 

dividual  to  detennine  whether  the  system  contains  a  re^ojtl  perta^ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaming  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  wiU  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintain#*^  in  the  system  should  direct  their 
request  to  the  t^icial  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  h  and  the  prcqmsed  amendment  to  the  infw- 
mation  sought. 

Record  source  categories:  Eirqiloyees  on  wdiom  records  are  main¬ 
tained,  Agency  Personnel  Actions  attd  records. 

^A310 

System  name:  Persormel  Organization  Roster — SBA310 

System  location:  Maintained  at  SBA  Central  Office  and  at  most 
field  offices.  See  .^jpendix  A  for  addresses. 

Categories  of  Indivkhials  covered  by  the  system:  SBA  em|;doyees. 

Categories  of  records  in  the  qrstem:  Employee’s  name.  Social 
Security  number,  position  title,  occupational  aeries,  pay  plan, 
grade,  step,  salary,  veteran  preference,  tenure,  birth  date,  date  en¬ 
tered  Fedei^  Service,  aitd  time  spent  in  grade. 

Authority  for  mafaitmanrr  of  the  system:  15  U.S.C.  634(bX6);  S 
U.S.C.  301. 

Routine  uses  of  records  maintained  In  the  system,  Inrindlng  catego¬ 
ries  of  users  and  the  purposes  of  such  usm:  For  internal  AgetKy  use 
only. 

Storage:  These  records  are  copies  at  a  computer  listing  which  are 
kept  in  file  cabinets  or  the  desk  at  the  responsible  employee. 

RetrlevabUky:  Records  are  ffled  by  office,  program  area,  arKl 
name. 

Safeguards:  Information  released  only  to  authorized  persons  on  a 
need  to  know  basis. 

Retention  and  disposal:  A  new  listing  is  generated  each  month. 
The  Central  Office  disposes  of  old  copies  after  three  years  or  upon 
completion  of  a  Civil  Service  Commission  inspection.  Field  offices 
dispose  at  old  monthly  copy  when  new  copy  is  received  ur  periodi- 
caOy,  if  desired. 

System  mana^erfs)  and  address:  Privacy  Act  Officer,  Rraional 
DirKtors,  DistiKt  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notlficatlou  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  (n*  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  re^mnse  to  a  request  by  an  in¬ 
dividual  to  detennine  whether  the  system  contains  a  reemd  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  tar 
geining  access  to  these  records.  If  there  is  no  record  of  die  in- 
^vidual,  he  or  she  will  be  so  advised. 

Coutcstliv  record  procedures:  Individuals  desiriog  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragnqih.  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Personnel  and  Payroll  Records. 

S8A315 

System  name:  Persminel  Security  mes — SBA31S 

System  locatioa:  SBA  Central  Office  and  Regional  Offices.  See 
Appendix  A  for  addresses. 

retcgoriri  of  faMhvhluals  covesed  by  the  system:  Active  and  inac¬ 
tive  SBA  employees. 

Categories  of  records  in  the  system:  This  system  contains  the  ac¬ 
tive  and  inactive  personnel  security  files,  which  include  the  em¬ 
ployee’s  or  farmer  employee’s  name,  background  information,  per¬ 
sonnel  actions,  and  Civil  Service  Commission’s  fuD  field  investiga¬ 


tions.  Also  induded  in  this  system  are  the  Civil  Service  Commis¬ 
sion’s  National  Agency  checks  and  the  names  of  those  employees 
in  sensitive  positions  requiring  full  field  investigations. 

Authority  for  maintemnioe  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101,  Executive  CMer  10450. 

Routine  uacs  of  records  mafiitahud  hi  the  system,  faiclndiiig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a 
system  of  records  maintained  by  this  Agency  to  carry  out  its  func¬ 
tion  indicates  a  violation  or  potential  violation  of  law,  whether 
civil,  criminal  or  regulatmy  in^nsdure,  and  whether  arising  by 
general  statute  or  particular  program  statute  or  by  r^ulatkm,  rule 
or  order  issued  pursuant  thereto,  die  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the  iqipropriate 
agency,  whedier  Federal,  State,  local  or  foreign,  charged  with  the 
investigation  or  prosecution  of  such  vidations  or  charged  with  en¬ 
forcing  or  implementing  the  statute,  or  rule,  regulation  or  order  is¬ 
sued  pursuant  thereto. 

Fill!  field  investigations  and  National  Agency  checks  are 
returned  to  the  Civil  Service  Conunission  when  employee 
becomes  inactive. 

Records  in  the  active  and  inactive  personnel  secunty  ffles  are 
forwiuded  to  other  Federal  agencies  conducting  l»ckground 
checks. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  inducting  disclosures  to 
opposing  counsel  in  the  course  of  such  proceedings  or  in 
settlement  negotiations. 

Storage:  The  active  and  inactive  personnel  security  files  are 
maintained  in  rottu^  diebc}^  power  files.  CSC  National  Agency 
checks  are  maintain^  in  kxdced  safes. 

Rctrlevafaility:  Records  are  retrieved  by  enqdoyee’s  name. 

Safeguards:  Personnel  seneening.  Infcnrmation  released  only  to 
authorized  persons. 

Retcntian  and  dfsposal:  Civil  Service  Commission  National  Agen¬ 
cy  checks  are  kept  until  the  employee  leaves  government  service 
and  then  returned  to  CSC. 

On  the  separation  of  an  employee  from  SBA,  Security  and 
Investi^tions  Diviskm  strips  the  file  and  forwards  the  full 
field  portion  of  an  investigation  to  the  CSC.  Remaining 
infexmation  of  a  nooderogatory  nature  is  destroyed,  while 
derogatexy  infcxnuticxi  is  kept  indefinitely. 

System  iuanager(s)  and  address:  IVivacy  Act  Officer,  Regional 
Directors.  See  .^rpendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

ftivacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  R^ional  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  detennine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  <x  her,  the  Privacy  Act  Officer  or  Regional  Director  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  individual,  1m  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragrEq>h,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendoMnt  to  the  infor¬ 
mation  sought. 

Record  source  categorta:  SBA  enq>loyees,  SBA  Personnel  Office, 
third  party  witnesses,  GvO  Service  Commission. 

Systems  exempted  from  certain  provisians  of  the  act:  Pursuant  to  5 
U.S.C.  552a  (kX2)  and  (kX3),  aO  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  for  Federal  civilian 
enq>loyment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access  and  contest  requirements 
(under  5  U.S.C  552a  (cX3),  (d),  (eXD.  (eX4XG),  (H),  and  (1),  and 
(D)  of  die  Agency  regulations.  This  exemption  is  necessary  in  order 
to  fulfiD  commitmeats  made  to  protect  the  confidentiality  of 
sources  and  to  maintain  access  to  sources  necessary  in  making 
determinations  of  suitability  for  employment 

SaftA320 

System  name:  Portfolio  Reviews — SBA320 
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Syt*m  locatfon:  Central  Office,  District  Offices,  Branch  Offices. 
For  addresses  see  Appendix  A. 

Catctorles  of  faidKtdiials  covered  by  the  sysleiii:  Recipients  of 
SBA  EMsaster  Home  Loans. 

Calegorici  of  records  in  the  system:  This  system  consists  oi  re¬ 
ports  compiled  by  the  Office  of  Portfolio  Review  in  the  course  of 
reviewing  field  office  handling  oi  aO  loans.  Disaster  Home  Loans 
are  included  in  these  reviews  only  occasionally.  Centnd  Office  files 
also  include  line  cards  prepared  with  summary  information  on  each 
loan.  Until  eariy  1975  the  Portfolio  Review  Reports  contained  this 
information  on  each  loan  listed  alphabetically.  Since  that  time, 
loans  are  no  lotiger  listed,  but  are  naoaed  ordy  when  there  is  a  par¬ 
ticular  problem  in  the  loan  handling. 

Aidhority  lor  laalatcnaTr  of  the  system:  IS  U.S.C.  634(bX6),  5 
U.S.C.  301,  44  U.S.C.  3101. 

Boot  In*  ascs  of  records  mafadahMd  hr  the.syalcm,  Inrhidhig  catego¬ 
ries  of  ooers  and  the  poipooes  of  aoch  oaes:  Records  in  this  system 
may  be  examined  by  the  General  Accounting  Office  in  the  course 
of  a  review  of  the  Agency. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  office.  Some  information 
within  the  records  is  retrievable  by  loan  name  or  number. 

Safeguards:  Access  to  and  use  of  these  records  is  limtted  to  those 
persons  whose  official  duties  rerpiire  such  access.  Personnd 
screening  is  used  to  ivevent  unauthorized  disclosure. 

Retention  and  dqwaal:  Reports  are  retained  indefinitely.  Line 
cards  in  Central  Office  are  retained  until  the  next  report,  then 
disposed  of. 

System  managerfs)  atul  adrhsas:  Privacy  Act  Officer,  District 
Dirwtors,  Bran^  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  ot  these  offices  are  contained  in  Appendix  A. 

Record  acccm  procedurca:  In  response  to  a  request  by  an  in¬ 
dividual  to  detemiine  whether  the  system  contains  a  record  pertain¬ 
ing  to  hhn  or  her,  the  Privacy  Art  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedum  for  grining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  be  or  she  will 
be  so  advised. 

Contsetlng  record  procedures:  Individkials  desiring  to  contest  or 
amend  informatioo  maintained  in  the  system  should  dirert  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infar- 
mation  sou^t. 

Record  aaarce  ralegsrlir  Office  of  Portfolio  Review,  Loan  Case 
Files,  SBA  persormel,  and  Field  visits  to  borrowers. 

SBA325 

Sjjrriem  name:  Potential  Spanish-Surnamed  Applicants — SBA32S 

Slyatam  location:  Denver  Regional  Office,  at  address  listed  in  Ap¬ 
pendix  A. 

Caiagarira  of  MdMduala  covared  by  the  ayetana:  Potential  Spanisb- 
suinamed  applicants  for  Federal  em^yment. 

Calegerlm  of  recerda  In  the  wymmat  This  record  includes  name, 
address,  phone  number,  and  information  on  employment  of 
Spatusb-surnamed  individuals  who  are  potential  appheimts  for  SBA 
employmeat  This  infonnation  is  used  to  notify  individuals  of  job 
openings  at  the  SBA.  ^ 

Inthm  llj  far  malnlenanos  of  the  ayalaa:  Public  Law  92-261,  Ex¬ 
ecutive  Order  11478. 

Ranthm  nam  ef  racarda  uudntalnod  In  the  ayataua,  hachadhig  caiag»> 
rim  ef  nsara  aaul  the  parpaam  of  anch  naaa:  Internal  Agncy  use 

only. 

amruge:  Records  are  kept  in  a  card  file. 

RatrlavaWHty:  Records  are  indexed  by  the  names  of  individuala, 

Saiagnards:  Access  to  and  use  of  these  records  is  limited  to  those 
peraooa  whose  official  duties  require  such  access.  Panormel 
seteeniog  is  used  to  prevent  unauthorized  diacloeure. 

Raiantian  and  dhpaani:  Records  are  maintained  indefinately. 

Syalam  mamagarfs)  and  addhaaa:  Ragiooal  Dnertor.  See  Appendix 
A  for  addbess.  ^ 


Nutlflculion  procedme:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  tom  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Regkmal  Director  at  the  ad¬ 
dress  contained  in  Appendix  A. 

Record  acems  procedmres:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whedier  the  system  contains  a  record  pertain¬ 
ing  to  turn  or  her,  the  R^iional  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Conteadug  record  procedines:  Individuals,  desiring  to  contest  or 
amend  information  maintained  in  the  systm  should  direct  their 
request  to  the  official  listed  in  the  above  pai^nqph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sou^it 

Record  source  calegorlca;  Individual  on  whom  record  is  main¬ 
tained;  mganizations  who  refer  :q:plicants. 

SBA330 

System  amae:  Power  of  Attorney  Rles — SBA330 

Syalam  locution:  SBA  R^ional  Offices,  District  Offices  in  Atlan¬ 
ta.  Georgia;  Birmingham.  Alabama;  Oiariotte,  North  Carrtina; 
Cotumbia.  South  Carolina;  Kfiami,  Florida;  Jacksonville,  Florida; 
Louisville,  Kentucky;  Jackson,  Mississippr;  and  NaahviDe,  Tennes¬ 
see;  Branrti  Offices  in  Biloxi,  kfississip|»  and  Knoxville,  Tennes¬ 
see.  For  addresses  see  Appendix  A. 

ratrgorira  of  Individuals  covered  by  the  syslean:  Insurance  agents 
vim  have  the  authority  to  execute  a  surety  bond. 

Cutegprlm  of  records  hi  the  ayatcua:  Information  in  this  system  ot 
records  identifies  those  individuals  who  are  authorized  to  execute 
bonds  for  surety  companies. 

Authority  lor  uiaiuiruaurf  af  the  systeaa:  S  U.S.C.  301,  15  U.S.C. 
634(bX6).  44  U.S.C.  3101. 

Routine  asm  of  records  maiatafaied  ha  the  sysl^  feadadlag  catego- 
rlm  of  umes  and  the  parpoees  ef  such  uaas:  For  internal  use  only. 

Slnrega*  Records  are  maintained  in  file  folders. 

RetrlevabUity:  Records  me  indexed  by  agent’s  and  broker’s 
names. 

Safegnarda:  Access  to  and  use  of  these  records  are  limited  to 
those  persoTM  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclonire. 

Relentlaa  mmd  rhuinml'  Records  are  retained  until  the  SBA  is 
notified  that  die  authority  to  execute  bonds  has  been  rescinded,  at 
which  time  tihe  records  are  destroyed. 

Syalem  managaris)  aari  aJiham!  Regional  Directors,  District 
Directors.  Branch  Mam^ers.  See  Appendix  A  for  addresses. 

NstRkatlaa  proceduae:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressmg 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  R^jonal  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  dieae  offices  are  contained  in  Appendix  A. 

Raemd  aeoem  prooadaraa:  In  re^yonae  to  a  requmt  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gainmg  to 

these  records.  If  there  is  no  record  of  the  individnal,  he  or  she  will 
be  so  advised. 

Caaataatfeag  racerd  procadmm;  Individuala  desaing  to  or 

amend  iuformation  maintained  in  the  system  should  dirert  tfieir 
request  to  the  official  listed  in  the  abo^  iTangaapli,  atatk^  the 
reasons  for  cordesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  f 

Raceri  semes  caSegariBa:  Surety  company  for  wliadi  the  ^ent 
broker  is  authorized  to  execute  bonds. 

SBA338 

Syalam  nmnat  Frobkaa  Loan  Work  FBes— SBA33S 

Syalam  laraHnnr  Diatrirt  and  Branch  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  adtbeaaes. 

Catigarim  af  kadWdunla  canarad  by  the  lyalmu:  Rar^iiita  of  Dia- 

aatcr  lln«w  Loans. 

Galagaalm  of  racarda  In  the  eirimat  This  system  of  records  con¬ 
tains  information  relathig  to  an  indiridual  recjpieat  ci  a  rtmatrs 
Hoaae  Loan.  These  records  inchwte  delmqiient  amTurara.  reports  of 
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field  riein.  cafreqMndenoe  and  ofiter  infannatian  p«**meTf^  to  a 
pnjHemloan. 

HallMtlj  lar  aakteaMK  ai  tke  eyrtf  ■  S  U^C.  301.  IS  U.S.C. 
634(bX6).  44  U^e  3101. 

eta  al  BKea  and  tta  parpaav  al  andi  ana:  In  die  evenl  diat  a 
•yaleni  ai  recoeds  maintainrirt  by  the  Afcncy  to  canry  out  its  func¬ 
tion  mdioUes  a  viotakn  or  potential  violalion  of  law.  whether 
civd.  rrimiml  or  ~f  in  nature,  and  whether  arising  by 
genoal  statute  or  particular  pcognun  statute,  or  by  reputation,  nde 
or  Older  issued  pursuant  thereto,  the  relevant  recoeds  m  the  system 
of  records  may  be  referred,  as  a  routme  use,  to  the  appropriate 
^ency,  whether  Federal,  Stete,  local  cv  foreisn,  dtaiged  wito  the 
responsSittty  of  investigation  or  prosecutian  of  such  violation  or 
dunged  wMi  enforcing  or  impleaienting  the  sUdule  or  rale,  regda- 
tion  or  order  issued  pursuant  thereto. 

Starage:  These  records  are  indexed  by  redpient’s  name. 

Safcgaards:  Access  to  and  use  of  diese  records  are  Unuted  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disdosure. 

BrSmttaa  aid  dtapaaal:  These  records  are  retained  indepeodently 
of  the  Loan  Case  I%e  until  the  problem  is  resolved  and  then  are  in- 
corporated  into  the  Loan  Case  FSe. 

Syatam  manageifs)  and  address:  Distiid  Directars,  Brandi 
Managers.  See  Appendix  A  for  addresses. 

Natllkatian  premdare:  An  individual  may  tapiire  as  to  whettier 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Distrid  Director  for  Distiid  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  oontamed  in  Appendix  A. 

Baeotd  nceem  proct dares-  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  sytiem  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Distiid  Director  or  Branch  Manager  wiD  set 
forth  the  procedures  for  gahung  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  wiD  be  so  advised. 

Canamthig  recsrd  pracnitaw  Individuals  desiring  to  contest  or 
amend  infonnation  in  the  system  should  dhed  then 

recpiest  to  the  official  hsled  in  the  above  paragraph,  stating  the 
reasons  for  contestk^  it  and  the  proposed  amendment  to  die  iafbr- 
mation  sought. 

Bsesrd  ssarw  ratrgneiri-  Loan  Case  Pile,  individual  to  whom 
record  pertaiiu.  Agency  enqdoyees,  financial  instftminns. 

SBA345 

gymem  name:  Red  Cross  Blood  nogiam — SBA345 

Israttan  Regioiial  Offices,  at  addresses  listed  in  Appendix 
A. 

Cniegorler  af  indMdnata  enrered  by  the  qnlem:  SBA  employees 
who  have  doomed  blood  or  mdicated  their  wiffingness  to  doimte 
blood. 

rmigsfiri  of  records  ha  the  qntem:  Record  includes  name  of  em¬ 
ployee,  blood  type,  and  date  ot  last  donation  of  blood. 

AMhoiily  lor  ■itatraiari  of  the  syatnes:  S  U.S.C.  301.  44  U.S.C 
3101. 

■ta  of  nmn  and  the  pnoposcs  of  andi  ares:  Records  will  be  used  in 
referring  individuals  to  the  Red  Ooas  to  donate  blood. 

Starage:  Informatioo  is  kept  in  notebooks  or  on  cards. 

Balili  iMdIlij  In  some  offices  tins  record  is  indexed  by  die  em¬ 
ployee’s  name,  la  other  offices  it  is  oidy  indexed  by  date. 

T?ain.Bm  di  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  reqiure  such  access.  Personnel 
screening  is  utflized  to  prevent  unauttioiized  dtarlonanr. 

■ctenttan  and  dtapaaal:  Records  are  kept  for  one  year,  diea 
destroyed. 

monagerta)  and  addkcaa:  Rcgioiial  Directors.  See  Appendix 
A  for  addresses. 

NatHfc'BlisB  pracedure:  An  individual  may  inquire  as  to  whether 
the  system  a  record  pertaimng  to  1^  or  her  by  addressing 

a  request  in  person  or  in  writing  to  the  Regional  Director.  The  ad- 
<kesaes  of  these  offices  are  contained  in  Appendix  A. 

Record  aooem  pintadnni^  In  re^xmse  to  a  request  by  an  in¬ 
dividual  to  deternmie  whether  the  system  coidains  a  record  pertain¬ 


ing  to  him  or  her.  the  Regional  Directar  will  set  forth  the 
peocedmes  for  gaining  access  to  the  records.  B  there  is  no  record 
of  the  individual,  he  or  she  wiD  be  so  advised. 

Conleattag  reoard  paoontaaa:  Individuala  desiring  to  contest  or 
amend  infoemation  mabdained  in  the  system  shcadd  direct  their 
request  to  the  official  fisted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  soughL 

Rsoord  aanrce  categorim:  Imividual  on  whom  record  is  main¬ 
tained. 

SBAJat 

Sjmitm  name:  Reports  on  Mtaxity  Employment — SBA3S0 

Siyalun  lacaltan:  Central  Office,  Regional  Offices,  District  Of¬ 
fices.  See  Appendix  A  for  addresses. 

CntagnriH  of  Wtatamb  canered  by  the  ayalun:  SBA  enqdoyees. 

Colfgmta  ef  reoanb  ta  the  eyatana:  Thb  system  of  records  in¬ 
cludes  conopuler  pciniouta  and  other  forma  of  hatings  of  SBA  em¬ 
ployees.  indiraling  their  rmnoiity  code  and  sex,  and  in  some  cases 
tramtag  and  promotions  received  by  them.  The  records  are  used  to 
evaluate  the  Agency’s  compliance  with  pemegdes  of  equal  employ¬ 
ment  opportunily. 

Anthority  ta  nudHtanonoe  ef  the  nnlan:  Executive  Order  11478, 
42  UAC.  BnOe-l  et.  aeq.,  5  CFJL  713,  13  C.FJR  105.735-5-4. 

Rsultae  uses  af  recards  aaotafataad  ta  the  ajataaa,  tadndtag  catego- 
rta  ef  nona  and  the  pnrpaaea  af  anch  usea:  Records  are  used  in 
compiling  reports  to  tae  Civi  Service  Commission. 

Starage:  Records  are  kept  on  magnetic  tape,  on  cards,  or  in  file 
folders. 

RetitavaURty:  Irdormation  in  this  system  may  be  indexed  by  em¬ 
ployee  name.  Social  Seewity  Number,  or  minority  code. 

Safeganrds:  Access  to  and  use  of  these  records  are  limited  to 
those  permro  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unaudnrized  disclosure. 

Rctantfns  and  dtapaaal:  lialefinitr  or  until  up-dated. 

Syatam  nanangefta  ired  addremc  Privacy  Act  Officer,  Regional 
DirectarB.  Diatiict  Directors.  See  Appendix  A  for  addresses. 

NotMtaatfan  prorritare-  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertainiiig  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

PtaKy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Aipendix  A. 

Reored  access  prncwtawii'  la  response  to  a  request  by  an  in¬ 
dividual  to  detannine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Pivacy  Act  Officer.  Regional  Director,  or 
Distrkt  Director  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  mdividual,  he  or  she  wiU 
be  so  advised. 

Csntasttag  reosrd  prooedurcs:  Individuals  desiring  to  contest  or 
amend  taCormation  maintained  in  the  system  should  direct  their 
request  to  die  official  listed  in  the  rimve  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  souita- 

Rcored  asaroe  catagrefaB  Personnel  records  and  visual  observa¬ 
tion  to  determine  minority  code. 

SRA3S5 

Syatam  mane:  SCORE  Master  FBes— SBA355 

Siyatam  tacailan:  Central  Office.  See  Appendix  A  for  the  address. 

Catagnrta  of  tail'ilitaali  oamred  by  the  qratanu  Service  Coips  of 
Retired  Executives  and  Active  Cofp>  of  Executives. 

Galagnta  of  recarta  ta  the  qtam:  This  system  of  records  is  a 
master  list  of  aD  retired  and  active  executives  who  volunteer  their 
services  to  give  business  counseling  to  SBA  recipients.  These 
leconta  contain  infarmation  m  to  penonti  qualifications  and  exper¬ 
tise  and  cases  wfaidi  they  have  counseled. 

Anltarily  tar  mtatammre  af  the  5  US.C.  301,  15  U.S.C. 

634(bX6).  44  U.S.C  3101. 

Rmtitae  ana  af  reomds  SMtatalned  ta  the  syatam,  tadndtag  ratagn- 
rifs  of  men  and  the  pmpaaea  of  amh  mac  Internal  Agency  use 
only. 

Starage:  These  records  are  maintained  on  magnetic  tape  and  in  a 
binder. 


r 
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SatitenMIly:  Thne  recotdi  an  hidexed  by  SCORE  and  ACE 
vtdunleer’a  name  as  wdl  as  serial  number. 

SafcvMTds:  Access  to  and  use  at  these  records  are  limited  to 
those  persons  whose  official  dutfcs  require  such  access.  Personnel 
scieenmag  is  employed  to  prevent  unauthofized  diacloaure. 

Rrhatlnn  and  dhpaaal:  The  master  tape  is  updated  periodically 
and  maintaiiMiH  mdcfinitely.  When  a  SC^RE  and  ACE  volunteer’s 
name  is  withdrawn  from  active  d^,  the  record  is  maintained  for 
three  years  and  is  then  destroyed. 

Syatras  amnaenKs)  and  adthsaa;  Privacy  Act  Officer,  see  appen¬ 
dix  A  for  address. 

Nadflcallan  paeoedne:  An  indiv&hial  may  inquire  as  to  whether 
the  system  contains  a  record  pertahakig  to  hun  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
The  Address  at  this  office  is  contained  in  appendix  A. 

Raoerd  access  precedaaes:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
tng  to  him  or  her,  the  Privacy  Act  Officer  wiD  aet  forth  the 
procedures  fmr  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  wiD  be  so  advised. 

CentesUng  rseord  proccdUas:  Indivkioals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  then- 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reaeons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Raesrd  aearot  cairgoriest  Individual  to  whom  record  pertains, 
SCORE/ACE  registration  forms. 

SBA3<0 

Syalam  name:  Security  A  Investigatioiis  Files — SBA360 

System  locetten:  Central  Office  and  Federal  Records  Centers.  See 
Appendix  A  for  SBA  Central  Office  address  and  .^ipendix  B  for 
FRC  addresses. 

Categertei  of  Indlriduals  corered  by  the  eyetem:  Apfdicants  and 
recipients  of  SBA  assistance  and  jaincipals  erf  applicant  and 
recipient  businesses  •  aD  types  of  loans.  Lease  Ouaramces,  Small 
Business  Investment  Company  licensing,  8(a)  contractors,  caD  con¬ 
tractors  and  grantees.  State  and  Local  Devdopment  Companies, 
Economic  Development  Administration  loans.  Surety  Bond  Guaran¬ 
tees  and  applicant  representatives,  members  of  Advisory  Counefls 
snd  SCORE/ACE  vototeers. 

CstegsrlsB  of  records  In  the  qrstem:  This  system  of  records  con- 
ftnm  investigstiotts  and  rqxnts  on  aO  of  the  above  imfivtudals  on 
whom  the  Agency  has  derogatory  information.  Records  at  a  non¬ 
derogatory  nature  are  maintained  on  the  principal  SBIC  directors 
snd  stockholders.  These  records  int^yate  FBI  and  IRS  reports  and 
include  personal  lustory  statements,  background  character  checks, 
field  investigatioiu,  arrest  and  conviction  records,  parde  and 
probation  data.  Securities  and  Exchange  CommtssioQ  violations, 
recommendations  and  evaluations,  and  related  correspondence. 

Anthoclly  lor  maiatananoe  of  the  sjateuii  15  U.S.C.  634(bX6),  15 
U.S.C.  645(a),  18  U.S.C.  1001. 

Ranthii  aaee  ef  recards  msIntBiBrtl  hi  the  system,  hwhidhig  catego- 
rtes  of  aaers  and  the  purposes  of  such  uses: 

In  the  event  that  a  system  of  records  maintained  by  this  Agency 
to  carry  out  its  function  indicates  a  violatioo  or  potential  violatioa 
of  law,  whether  ctvfl,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  icgu- 
lation,  rule,  or  order  issued  pursuant  thereto,  the  relevant  records 
in  the  system  of,  retrerds  nuy  be  referred,  as  a  routine  use,  to  the 
aniroptiate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigatioa  or  prosecutioo  at 
such  violation  or  charged  with  enforcing  or  implementing  the 
statute  or  rule,  regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a  rou-  , 
tine  use,  in  the  course  of  presenting  evidence  to  a  court,  magistrate 
or  admiaistrative  tribunal.  iiKduding  diaclosurea  to  oppoang  counsel 
in  the  course  of  such  proceeding  or  in  settlement  negotiations, 

These  records  may  be  ueed  to  provide  data  to  the  (jeneral  Ac¬ 
counting  Office  for  periodic  reviews  of  this  Agency. 

Theee  records  may  routindy  be  disdosed  to  other  Federal 
agencies,  in  reqxmse  to  their  requests,  in  connectioa  with 
conducting  background  checks.  Disclosure  wffl  be  made  only 
to  the  extern  that  the  informetioa  is  relevant  and  necessary 
to  the  requesting  agencies'  functioa. 


Shsmgij! '  fliese  reoordk  are  maintained  in  rotary  diebold  power 
fifes,  fife  folders  and  card  indexea. 

RcCkfei/ahMty:  These  records  are  indexed  by  applicant  and 
recilifejtf  name. 

n»oiiad  screening.  Information  is  rctoaaed  only  to 
authoi^ed  persona. 

ITHfiglim  ami  dhpoaai:  At  tfaa  end  of  each  ralmdar  year,  in- 
veatigation  records  are  screened  to  remove  those  records  on  which 
no  derogatory  tnfonnatian  has  been  received  for  five  years  or 
more.  These  inactive  records  are  then  sent  to  an  FRC  whi^  main¬ 
tains  them  for  twenty  yean  and  then  destroys  them.  Derogatory 
records  on  SBIC  princ^?als  are  retained  for  two  yean  and  ttien 
transfened  to  an  FRC  wliicfa  destroys  them  after  ten  yean, 
whereas  nonderogatory  records  are  retained  for  one  year  and  then 
destroyed.  Investigation  cards  containing  a  condensed  report  and 
miptic^  representative  cards  are  irtained  indefinitely.  Conespon- 
dence  records  are  retained  for  as  long  as  they  are  essential  and 
destroyed  amaiaBy  when  nonessentiaL 

Syteem  nmaagtefs)  and  ad>hvm:  Mvacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

NotWeathm  procedske:  An  individual  noay  inquire  as  to  whether 
the  system  contains  a  record  pertaiaing  to  Ite  or  her  by  addressing 
a  request  in  person'or  in  writing  to  the  Privacy  Act  Officer  for 
Cent^  Office  records.  The  addrem  of  tliie  offire  is  in 

Appendix  A. 

Rcoard  aooem  precedarm:  In  re^iwnae  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  containe  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  wfll  aet  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
at  the  indivkhuu ,  he  or  she  wiD  be  ao  advised. 

Coateating  record  procedures;  Individuals  desiring  to  coedest  or 
amend  infonnation  maintained  in  the  system  sbo^  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendboent  to  the  infor- 
matiaa  sought 

Record  source  categories;  Individual  to  whom  the  record  pertains, 
public  court  records,  parole  and  probatioa  authorities.  FBI,  IRS, 
State  and  local  law  ^orcement  authorities,  third  party  informants 
and  Agency  persoond. 

Syetemn  exempted  from  certafai  pawWone  af  the  act:  I\irsuant  to  5 
U.S.C  552a  (k)Q)  and  (kX5),  aU  investigatory  material  in  the  record 
conyfled  for  law  enforcement  purpoees  or  for  the  puepoee  of  deter¬ 
mining  ruttabdity,  eligibility,  or  quaMfifations  for  Federal  ctvflian 
enyloyment.  Federal  contrsete,  or  access  to  classified  infonnatioa 
is  exonpt  fiom  the  notification,  access  and  contest  requirements 
(under  5  U.S.C  552a  (cX3).  (d).  (eXD.  (eX4)(G).  (H).  and  (fi.  and 
(D)  at  the  Agency  regulatinns.  lliis  exemptioa  is  necessary  in  order 
to  fulfiU  commitments  made  to  i«)tect  the  confidentialtty  of 
sources  and  to  prevent  subjects  of  investigatioas  from  fiustrating 
the  investigatary  process. 

SBA365 

System  mane:  Security  A  Investigations  Refenals — SBA365 

Slyatem  locafion;  Regional,  District  and  Branch  Offices.  See  Ap¬ 
pendix  A  for  adchesses. 

Categories  of  indhridaali  coversd  by  tha  ayatenii  SBA  employees 
and  applicants  md  recipieats  of  SBA  asaistanoe. 

Categprtei  of  records  hi  the  igratem:  This  s^tem  of  records  con¬ 
tains  rrienals  to  Securities  A  tovestigations  for  investigatioas  and 
reports  at  the  dxyve  mdividuab  in  ordre  to  determine  whether  fiau- 
dulent  activities  or  misconduct  has  taken  plaoa.  This  system  some¬ 
times  includes  copses  at  the  cooopfeted  report  by  the  S  A  I  Divi¬ 
sion.  These  records  include:  personal  stteements  at  any  anests.  m- 
dictments  and  convictiona-SBA  Form  912,  altegatiwis  of  irregidari- 
tke,  informants  statements  fiom  outside  mvestigettve  sources, 
recommendations  from  the  field  offices  and  reirted  correspon¬ 
dence. 

•  Arthority  far  Btefeteneme  of  the  lyetmit  15  U.S.C  634(bX6).  15 
U.S.C  645(a).  18  U.S.C  1001. 

rtae  af  teMre  and  the  pmposcs  of  each  aaesi  ***'■*' 

In  the  event  that  a  system  of  records  maintained  by  tins 
Agency  to  carry  out  its  functioa  indicates  a  violation  or 
potential  violation  of  law.  whrthrr  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  generri  staitute 
or  parting  proyam  rtatute,  or  by  regriation.  rale,  or  order 
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isaoed  punuam  ttwreto,  tbe  idev^ 

o#  b.  SS’’*” 

•Pl-Wte  «IB«cy.  whether  .  . 

chttaed  widi  die  reqwnsijiity  <rf  mvestwtiao^  *"*•». 
pro^Uoa  of  such  vioiatioo  or  char«d^Sh^,-^ 
Pnplementmg  the  statute  ornde 

sianiie  or  nde.  re«whti« 

!”>  »« <««*..ed. « . 

frjjdniiiiim»li«.  Mbuml.  b5S£?.SS^!°  *  °^  '°*«***»^ 

o«te.  fa 

. records  may  loutm^  be  dbcioaed  Vr  i  i  _ _ 

2L- taSSS”  “  “* 

The*  record,  are  maintained  in  file  folder,  and  index 
diWduri  t?b^iiv!]ri^t!!^f”'^  ***  indexod  by  the  name  of  the  in- 
th^^per!^  ^th^ “*  ^re«ed  to 

rerard^tfl  the  inecularities  a^ 

the  system  coo'S^'lrric^  *®  whether 

•  request  in  pe^cJ 

n^aioctor  for  Dtetrict  Office  record, 

B«*hRana*er  for  Branch  Office  records 
i^^jdd^ofdmmo^ 

fhvidnal  to^SJSrS£Sr^ie*^^JL*  ^ 

•hj  to  hmi  or  her  the  "  -  •  coraanw  a  record  pertain- 

Branch  Minssci  wiD  P“hict  Director  or 

these  reooSTS  J2et 

be  so  advised.  “  record  of  the  mifavidual.  he  or  she  wfll 

recprest  to  the  <>fficrSJrm  dre^bS:^^^ 

reasons  for  conlestine  it  aiwi  tw.  --- _ j  .  peregraph,  stating  the 

madoa  songht!^^"*  ™  *“  P™**®*^  amendment  to  die  mfor- 

^rrecres  caempled  Irani  ocrh^  hwvUm>  mt 

U.S.C.  5S2a(k)r2)  and  •■  the  art;  Pbrsuant  to  5 

u  exempt  from  the  ^  ciasBified  infonnatioa 

(under  5  U.S  C  5S2»  roVx\  *****  contest  leqniretnents 

«««  -STSSSS  « 

the  mvcsttgalory  process.^^*””  “vesfigaliotis  from  finstiatmg 
„  SBATTh 

B>*«re»a^  SettimK«.t  and  Ckmtpromiae— SBA370 

oSTTiSSu  SSJ  S?**°****  Offmes,  Miaim  District 

Office.  B«nin8^  d 

HoSlSSI!!  ^  Kccipients  of 

mtion  rdatina  to  ^ 

■Mtices  of  coriy«J^?!UriI^  ”"****»  “***»^****^g^^ 

Antharlly  far  ^  .  th 

634(bX6).  44  U.S.C  3101.  5  UAC  301.  13  UAC  «  i 
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I  t«c  esk  Na  w- 


rtre  sf  ^■‘^hidlng  ratigu- 

S“.  system  of  records  may  be  rtjwliiBi  i  ii.  ^  record  fiom  this 
prerenthig  eviSe  *=^ 

tribunaC  including  dbciosutes  to^omn^^******_i°^  admimstiative 

course  of 

u-  Records  are  kept  in  fife  fniHfr, 

!5  ”**«**» 

c-  regisul^  to  IPrev^MlS25£dSciSS.  *’^'*®******  **=*««»- 

*■  SrtI<»"lZl^fa**‘  Records  are  ^  indefinitely. 

the  system  co^^  f**!**^**  to  whether 

a  regain  person  or  ******”**  her  by  addressma 

Central  Office  records 

“^nrt^ector  for  Distiict  Office  leo^^ 

1  dividual  to defenmesSSr ^*’22^21®  *®  •  request  by  an  in- 
h«  to  him  cThTdiriSScJ^tS^S,!^^  record^pertain- 
.  Kstrict  Director  wiD  art  teSdm^L^S^  Regwr^  Director  or 
these  records.  If  there  is  no  reond*!?^^^^!?  W®»Hg  access  to 
be  so  advised.  "  *®‘**‘* *he  individual,  he  or  she  wfll 

aeSfSSrS?  JSSS' J"^^**** 

request  to  the  <drir4«i  fc,*H,i**iJ?^****“  *hould  direct  their 

«^for^iSS^fl^t£  stating^ 

niatioo  aoit^it.  laojjoscd  amendment  to  tbe  infor- 

^  ■  _  SBA375 

ay^aaamiSman  Burineas  Dnson  Awards-SBA375 

««*ict  Office,  of  the 

f^a*H»aha  of  hadfaU^fa  — -  .  ^ 

<=“»*lale8  and  winners  of  ttTs^  ^"**“  recqiient 

IW.  c<  «„  Y», 

*•*“•  “ttonnatioo*rSitiim  »y»tem  of  records  con- 

Busineas  Person  of^  Yew  in  **“““ 

•ntese  records  mchi  5^.*?****.  R««»onal  Offices. 

*““*aacs.  The  record  of  *"  business  and  cmc 

Central  Office  inr-fcKU^  Awards  in  the 

wrJ  as  recoo«Kn.trtioo,*;^^g*^^g^  information  as 

«^S0.*44ir.&C3lOl.  ‘  **  ^  *5  U.S.C. 

a*  ■■■■  ■nd^hTwareZMi'!?^^^  hirlwHng  calcgo- 

reatioo  in  the  records^ify  be  used;  These  records  and  infer- 

^reeqaeatsof  theawmds.  "‘***P*“‘=*' “•toment  of  the 
To  coPBiaanicrte  with  erffichris  m  Smie  mh  i~.-i 
_  “to  the  status  of  apSSir  tSdkiS*  government 

^ir^inaT*  "**** •**  ™*re*ained  in  file  folders. 

^^**^  records  are  retrievable  by  individual  name. 

.My»»  f°««.  »!«-e  ogM  SiSLS 

yeruT  **  ^  '  **«»*  “V  be  retained  froin  one  to  ten 

•  "w  i.  i«» « iir^Sirs^ 

ftivacy  Art  Officer  for  Cenrirt  Office  records 
iwniwiiiir.  AunuR  ay.  i«7s 
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Resioaal  Director  for  Ptgin—I  OCfioe  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Rceord  access  {vaosdares:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  hint  or  her,  the  Drivacy  Act  Officer.  Rcgkx^  Director  or 
District  Directar  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Coataitiag  record  procedures;  Individuals  desiring  to  contest  or 
amend  informatioo  maintained  in  die  system  shocU  direct  their 
request  to  ttie  official  listed  in  the  aboive  puagraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categorise:  Individoel  to  whom  record  pertains, 
recommendations  from  various  individual  sponsors.  Advisory 
Council  members.  Agency  personnel,  research  publications  chrecto- 
ries,  news  media. 

SRA3M 

^atcm  nauM:  Standards  of  Conduct  Files — SBA380 

System  locaHsu;  SBA  Central  Office,  all  R^ional  Offices,  vari¬ 
ous  District  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  la  the  syatens: 

Confidential  statement  of  ennployment  and  financial  interests 
made  by  employees  Grade  13  and  above,  and  by  Grade  12 
Branch  Managers. 

Ad  Hoc  Committee  decisions  and  memoranda  concerning 
standards  of  conduct  questions  used  as  precedent  for  later 
decisions.  (Central  Office  oriy.) 

Correspondence  concerning  coAHicts  of  interest 

I  .isting  of  all  SBA  employees  who  have  beat  indicted  or 
convicted  in  matters  involving  SBA  business. 

Authority  lor  malnlruanrr  of  the  system:  13  C.F.R.  10S.735 
enacted  pursuant  to  the  SmaD  Business  Act. 

Rontiae  uses  of  rocords  umlntahMd  hi  the  system,  lurliiiiug  catego¬ 
ries  of  users  sad  the  purpooes  of  such  unes: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  therato,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
chiurged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforc^  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disciosures  to 
opposing  counsel  in  the  course  of  such  proceeding  or  in 
settlement  negotiations. 

Records  contained  in  this  system  may  be  forwarded  to  the 
(Tivil  Service  Commissioo  when  requested. 

Stor^:  Records  are  maintained  in  file  folders  which  are  stared 
in  file  cabinets  or  safes. 

Rctrievabdlty:  Records  are  retrieved  by  the  name  of  the  em¬ 
ployee. 

Safeguards:  Access  is  strictly  limited  to  those  enqdoyees  with  a 
need  to  use  these  records  in  pesforming  their  duties. 

Rrientlsn  and  dhpoeal;  Files  are  retained  indefinitely. 

System  msnsgirC)  aad  adAreas:  Privacy  Act  Officer,  Regional 
DirKtors,  District  Doectors.  See  Appendix  A  for  addresses. 

ristlfli  alleu  procedure;  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  adchessing 
a  request  in  persem  or  in  writ^  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  hre  contained  in  Appendix  A. 

Reeard  aoeem  precedurea;  In  re^xmse  to  a  request  by  an  in¬ 
dividual  to  determine  whether  die  system  contains  a  record  pertain- 
ii^  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 


EMstrict  Directar  wS  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  wdll 
be  so  advised. 

Canicalhv  record  procedares:  Individuals  deaning  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragnqdi,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  inf or- 
matiaa  sought 

Record  anmrca  categories:  Informatioo  in  the  confidential  state¬ 
ment  of  employmern  and  fmnnfial  interests  is  collected  from  the 
employee  himsrif .  Any  adverse  information  could  come  from  other 
employees  or  fiom  a  member  of  the  general  public  with  specific 
knowledge  at  the  matter  reported. 

Systems  cMugitiid  from  certaiB  proririnns  of  the  act:  Pursuaid  to  S 
U.S.C.  SS2a  (kX5),  all  investigatory  material  in  the  record  compfled 
for  the  punxMe  of  detennimng  suitabflity,  riigibility,  or  qualifica¬ 
tions  for  Federal  civilian  eaoployment.  Federal  contracts,  or  access 
to  classified  infannation  is  exenopt  fiom  the  notification,  access, 
and  contest  requirements  (under  S  U.S.C.  552a  (cKS),  (<fi,  (eXD. 
(eXfXG),  (H),  and  (D.  and  (f)  of  the  Agency  r^ulatioas.  This  ex¬ 
emption  is  necessary  in  order  to  fulfill  comnatments  made  to  pro¬ 
tect  the  confidentiality  of  sources  and  maintain  access  to  sources 
necessary  in  making  detenninations  of  suitabifity. 

SBAJRS 

Syslsm  name:  Tort  CTajms — SBA385 

System  lecarton'  Central  Office  and  Federal  Records  Centers,  at 
addresses  listed  in  Appendices  A  and  B. 

Categoriee  of  Mdhrlduals  covered  by  the  ayslem:  Government  em¬ 
ployees  and  other  individuab  involved  in  accidents. 

Culcgsrim  of  recordi  ka  the  syalenK  This  record  contains  reports 
on  accidents  which  resuh  in  tort  claims  involving  die  Government 

Antharity  far  -r*! - r-  of  the  system:  5  U.S.C.  301,  44  U.S.C. 

3101,  42U.S.C.  3211. 

RmRiBe  mm  ef  reoords  mshitainril  hi  the  lystem.  iminrthig  catego- 
ria  of  amn  sad  the  parposes  of  anch  urns: 

In  the  event  that  a  tort  claim  results  in  a  court  suk,  these 
records  wiB  be  referred  to  the  Department  of  Justice  for 
handling  of  the  suit  and  used  in  the  preparatioa  and 
presentation  of  the  case. 

These  records  are  used  in  reporting  on  accidents  and  tort 
Haims  to  the  General  Services  Administration. 

Simnge:  Records  are  kept  m  file  folders. 

Befr'kiahOity;  Records  are  indexed  by  the  names  of  persons  in¬ 
volved  in  the  accident. 

Safeguards:  Records  are  kept  in  a  locked  cabinet.  Access  to  and 
use  of  diese  records  is  limited  to  persons  whose  official  duties 
require  such  access.  Personnel  screening  is  utilized  to  prevent 
unauthorized  dusclosurc. 

Rafearimi  and  dfrpasal:  Records  are  retained  for  one  year,  then 
sent  to  4  Federal  Records  Center,  where  they  ate  retained  for  five 
years  a^  then  destroyed. 

System  nmnagfr(>)  and  addrem;  lYivacy  Act  Officer.  See  Appen- 
<hx  A  for  address. 

riiidni  alhm  procedure;  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaming  to  ban  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  is  conUmed  in  Appewfix  A. 

Rooord  amma  proocdnrsB:  In  response  to  a  request  by  an  in¬ 
dividual  to  detemane  whether  the  system  contains  a  record  pertain- 
to  him  or  her,  the  Privacy  Act  Officer  wiU  set  foith  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  udl  be  so  advised. 

Cenfeatfeg  record  procedares:  Individuals  desifing  to  contest  or 
omend  mfcmnation  mamtained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragnqih,  stating  the 
reasons  for  contesting  it  end  the  proposed  amendment  to  the  infor¬ 
mation  soiled. 

Record  merer  esfegstfra:  Individuals  involved  in  accident,  wit¬ 
nesses,  investigation  of  the  accident. 

SBA3it 

Slyalcm  name:  Transfer  of  Loan  Records — SBA390 

Syafem  locatfen:  Dfstrict  and  Branch  (Offices  of  the  Small  Busi¬ 
ness  AdnanistratioiL  See  Appendix  A  for  addresses. 
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SMAU  BUS»SSS 


of  the  qr^on:  5  U.S.C.  301,  15  U.S.C. 


fes'ew-™*”  u,  .oolh.,  dhWon,  c  u,  ttaP^ 

AiifiKirIfy  lor  — 

«4(bX6),  M  U^.C  3101. 

-.-?*'?***  **^^J?“"**  whitoinrd  hi  the  eynua,  iaclMlhH  catno- 

JSiSi  to  is*  ~ 

Slerete:  Records  are  maintained  in  file  folders. 

»**rteeahlllty:  Records  are  indexed  by  recipient  name 

•bSfSSS  SSteS 

•croM^a  employed  to  prevem  unauthorized  disclosure. 

Rfihnliuu  and  dl^Mnal:  Records  are  retained  indefinitely 

NotRIcanoo  prooedarc:  An  individual  may  inouiie  as  to  wiww 
a  request  m  person  or  m  writing  to:  — 

Distrirt  Director  for  District  Office'recotds 
Branch  Manager  for  Branch  Office  records 
^  *****!]!^*!  ***”*  offices  are  contained  in  Appendix  A. 

lOfto  the  procedures  for  gatniwo  access  to  r>^jwjiji  w  *•-  _  • 

to.  record  of  a«  totovklJTt^S^te^JSSS  “  “ 

•oureecater-ies:  Loan  Case  Files.  Agency  employees. 
SBA39S 

*^-5S:S95‘'“ 

Systa  location:  District  and  Branch  Offices  of  the  Rman  1*,—; 
ness  Admuustration.  See  Appendix  A  for 

63lSm%'uIa3^ ”* ““ '^=  ’ *"•  •’ 

**«»• 

^ “**  pin  poets  or  sach  nscs:  For  mternal  use  only. 

These  records  are  maintained  in  file  folders  and  binders 
*«i'M>IIIty:  Records  are  indexed  by  recipient  name. 

^  **»«*«  recorts  are  limited  to 
tnose  persons  whose  official  duties  require  such  fwv^.  iVnnnnto.i 

•cre«^^  employed  to  prevent  uraaithorized  disclosure. 

SSi  for  no  more  than 

NodBeail*  preoed^  individual  may  inquire  as  to  whether 
*  !»«»^  .pert«ming  to  him  or  her  by 
a  request  m  person  w  m  writing  to;  ^ 

^trict  Diiector  for  District  Office  Records 
Branch  Manager  for  Branch  Office  Records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

^Racart  aeoeas  pianihau.  In  reqxmse  to  a  request  by  an  in- 

**“  oontairiTwad  peitaS^ 
Ihstnct  Ihrector  or  Branch  Manager 

record!*? diere  b 

no  record  of  the  individual,  he  or  she  wfll  be  so  advised. 


-- "«yw»  |»ooeih»et:  Itelliiduals  deshing  to  contest  or 

**  the  lystem^hU  dhSTthS 
to  toe  off^  Wd  i»  the  above  paragraph.  rtSnn^ 
R  nod  toe  proposed  aiSSSt  to  tlJhrfS* 

SBA40O 

SyMuu  nmne:  Union  Meniberdi^> — SBA400 

6,  ft,  SBA  envloy.., 

for  pcyrenSto^i^S  iS 2^  **  •otborizattom 

3iy*rvSJI^T^*^**^  U.S.C.  301,  44  use 

»W.  a-  Utoon  which 

■”  ^  systo  might  be  reviewed  by  the  Civil  Service 
Storage:  Records  are  maintained  in  file  folders 

toSS^’dicSS^  “  >»«»“» 

1?***°**”  toiPo«l:  TW  records  are  maintained  indefinitely 
Nodllcation  procedure:  An  indivkhia]  may  inouire  as  to 

P  ^  "*  coSSS  in  Appendix  A. 

Sth  toe  pri^^Sf^SrS^s  to 

toe  individuT^^Xifl^^iSSSr  “  “ 

ai^d'S5rS5!?Si!2£l^  «»**st  or 

““wuiaiioQ  maintained  m  the  svstem  OmniH  .w  • 

request  to  the  official  listed  in  the  a^  .7^* 

h  ..d  -n«ST?',£'XS 

SBA405 

Syncm  name:  Unofficial  Personnel  Rks— SBA40S 
««l  a^Officr 

1^55?  “A  envloy.^ 

tions  for  overtime  records  rrf  leave  ‘=*re*.  authonza- 

“tow.  trevd  ittooidS^  “• 

reg-^c,  Pmoood 

facial  performance  evaluations  conies  cdlMera^  ^  *^**?!^  j 

•tol  redre««, 

-  ^Btole.  «to  Accoreto,,  pSS.^  l'iSr’s*Ss'i? 


*7,  IV7S 


SMAtLMwpcs  ^ummAnoN 


H»  ol  ■«.  «d  Ih.  pi»po«.  fli  For  internal  usT^. 

Storage:  Tb^  records  are  mamtained  in  either  file  folders  lan- 

^  uidexw  Hdiich  are  located  in  fie  or  on  tl^ 

desk  of  the  responsible  employee.  or  on  the 

.  RHrlerahlMty:  Records  are  indexed  by  the  enmloyee’s  «.».  So¬ 
cial  Security  number,  or  other  personal  identifier. 

Personnel  screenhw  -  information  released  to 
authorized  persons  on  a  need  to  know  oidy 

^ktUAcalisn  prooethwc:  An.  individua]  may  inquire  as  to  whether 

®  record  pertaining  to  him^f^  by  addressing 
a  request  m  person  or  m  writing  to: 

Wv^y  Officer  for  (Central  Office  recmds 
RegK^  Dnector  for  Regional  Office  records 
ttstnet  Director  tor  District  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Reco^  mmm  prooadurcs:  In  response  to  a  reoueat  hv  »n  m. 

to  deteiiniiK  wbetko,  the  syo^contoto^^Sirt  p««iS^ 
^to  ho,  or  to  a«  Pri,.cy  Ac  OHicr.  Rwol^StSToS: 
tnet  Duector  or  Branch  Mai^r  will  set  forth  the  procedure  for 

J^st  to  the  off^  listed  in  the  above  parj^, 
SSTsXSr  rt  and  the  proposed  arSSS  to  AS! 

“**^^?f*'*^*  **«**''i**a*  to  whom  the  record  pertains 
SBA410 

Sy«cm  aaoM:  Upward  Mobility  Files— SBA410 

System  tecatfam:  Central  Office,  Denver  Regional  Office  San 
Francisco  Regional  Office.  For  addresses  see  Ap^Sdix  A 

per^sora  of  quali^tioas  of  candidate,  ratings  by  Personnel  staff 
roster  of  best-qualified  candidates.  ’ 

^^Authorky  for  mskstmance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
•oritise  asm  of  records  mafadaiacd  in  the  system,  inchidMc  _ _  ■ 

rfas  of  users  and  the  purpoom  of  such  mss:  uirniwg  catego- 

Infoiwtion  ill  these  records  may  be  communicated  to  the 
Union  which  represents  SBA  enqiloyees. 

Infonnatwn  m  ^se  records  may  be  given  to  the  Ovil  Service 
commission  for  the  processing  of  persoiuiel  matters. 

Storage:  Recends  are  kept  in  file  folders. 

^^R^J^Ity:  Records  are  indexed  by  employee  name  or  job 

Safeguard:  Accm  to  and  use  of  these  records  is  limited  to  those 
pere^  whose  official  duties  require  such  access.  Personnel 

•creenmg  tt  used  to  prevent  unauthorized  disclosi^  •'ersormel 

"tfmfliin  and  disposal:  Records  are  maintained  indefinitely. 

rwSl  y*y*<*)  address:  Privacy  Act  Officer.  Regional 
Duehtors.  See  Appendix  A  foi‘  addresses. 

Nsdllra|^procedur^^  indhridual  may  inquire  as  to  whether 
t^j^^contams  a  record  pertaming  to  him  or  her  by  addressnm 
a  request  m  person  or  ra  writing  to:  ^ 

Privacy  Act  Officer  for  Central  Office  records 
K«gioiial  Director  for  Regional  Office  records 
J^*^*”***  ******  trffices  are  contained  in  Appendix  A. 

•“**  la^cednres:  In  response  to  a  request  bv  an  in. 
to  deters  wh^  the  system  containlITJSiid  pertaS^ 
mg  to  him  or  her.  the  Privacy  Act  Officer  or  Regional  Directm^ 
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y  **“  procedures  for  gaining  access  to  these  rr 

»  no  record  <rf  the  individual,  he  or  she  wiB  be  so  advised. 

prooeAnes:  Indivkhials  deairii«  to  contest  or 

■ss.-s 

^^^ytostmg  It  and  the  proposed  amendment  to  the  infor- 

Applicants,  ^qiervisors  of  applicants, 
apSSito^^^  officials  responsible  forSecti^ 

^  SBA415 

name:  Virginia  Attorneys— SBA415 
^^^Ijotehm:  Richmond  District  Office,  at  address  listed  in 

or  unapproved.  This  record  is  used  as  a  guide  toSSbih 

3iw!*^^  mafateasnoe  of  the  qatem:  5  U.S.C.  301.  44  U.S  C. 

Bomtoe  aam  of  records  i 
ries  of  mm  and  ti 
oiriy. 

^tor^  .  Record  is  maintained  in  a  loose-leaf  notebook. 

List  is  alphabetical  within  categories  by  locahty. 

S^J^WjKAccm  to  and  use  of  these  records  is  limited  to  those 
pe»roiM  whose  official  dmies  require  such 

screenmg  a  used  to  prevent  unauthoriS  iSdlosi^^  Personnel 

retilh^dtodeShelJ!'*^'  “  updated  continuously  and 

Af5tS;Sr^‘*  "*  *****  “****^  Appendix 

.kT*”*??'"**®"  procertore;  An  individual  may  inqiare  as  to  whether 
contains  a  record  pertaining  to  him  mr  her  by  addre««»g 

^  to  to  „  her.  the  Di«ria  Dima,,  wffl  f«h 

«?to«  to  dto  offidel  B«.d  in  .he 

k  to  Uto  ito^pmed  arJSK  to  AS* 

^^^Reeeeil  ..im  cMectoe:  Lawyer',  Title  Cootomy.  SBA  pem>n- 


M  the  sytesm,  kirhiillng  caSfgo- 
■sa:  Internal  Agoicy  use 


S8A420 

name:  Work  Progress  Reporto— SBA420 

O'®*  The  following  SBA  District 
•uintl**™,  Ala.,  kfiraKapohs,  Minn.;  Nfiami,  Fla.‘-Cohimfatui  nhin- 

to  he’isssrASiSrs^-  “ 

of  Mdlviihmls  oorered  by  the  systom:  SBA  employees. 

^  “  ««P»uyee’«  time  wm  ex- 
lVojHu:l  control  sheets;  lYoject  status  reixsrts*  Summarv  r»f 
torn  office..'  «nito;  Rtod  o.  lo£rproce.,3RS“,i2^S?Si°‘ 

u  a^ShiruBcjioi.'  ^  ““  ®  ’ 

Rmdhw  mss  of  records  andmi^ed  to  the  syatem,  tododim  cmem. 

to  el -to.  to  the  to«— «t  to  to  Bor  mteSASwX 

RririivaLOR,.  Records  are  indexed  by  engiloyee’s  name. 
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Safcgoards:  Personnel  screening.  Information  released  to 
autlioiTted  personnel  on  a  need  to  kiiow  basis. 

Rdcntioa  and  disposal;  Records  in  this  system  are  retained  in¬ 
definitely. 

Systcn  asanagcrCs)  and  atUeas:  Privacy  Act  Officer,  District 
DirecUvs,  Bran^  Managers.  See  Appendix  A  for  addresses. 

Nolification  prooedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to; 

Privacy  Act  Officer  for  Central  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records.  > 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 


Record  aoocas  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  A^  Officer,  Dbtrict  Director  or 
Branch  Manager  wiO  set  forth  the  procedures  for  gaining  access  to 
.  these  reocrds.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragrxqjh,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  on  whom'  the  file  is  main¬ 
tained,  the  enqsloyee’s  stqiervisor,  production  coidrol  cleric. 
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*  ^  GENERAL  SERVICES  ADMINISTRATION 

^  '  PRIVACY  ACT  OF  1974  ^ 

Notice  of  Systems  of  Records 

Pursuant  to  the  provisions  of  the  Privacy  Act  of  1974,  Public  Law  93-579,  5  U.S.C.  552a,  the  General  Services 
Administration  (GSA)  hereby  publishes  for  comment  those  Systems  of  Records  as  defined  in  the  Privacy  Act  of  1974 
that  are  maintained  by  GSA. 

Any  person  interested  in  commenting  on  the  routine  use  portions  of  the  Systems  of  Records  contained  in  this  notice 
may  do  so  by  submitting  comments  in  writitlihto  General  Services  Administration  (CA),  Washington,  DC  20405.  Com¬ 
ments  must  submitted  on  or  before  September  26,  1975. 

The  General  Services  Administration's  rules  stating  the  procedures  individuals  must  follow  to  access  Systems  of 
Records  are  in  41  CFR  105-64,  as  published  in  this  issue  of  the  Federal  Register. 

Notice  is  given  that  it  is  proposed  that  GSA  continue  to  maintain  the  following  95  Systems  of  Records  after  September 
27,  1975,  in  compliance  with  the  Privacy  Act  of  1974,  Public  Law  93-579. 

Dated;  August  25,  1975.  Arthur  F.  Sampson, 


Administrator  of  General  Services. 

Record  ,acoen  pmeedura:  Requests  from  current  employees  to 
gain  access  to  infwmation  pertaining  to  them  should  be  diluted  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 


J 

GSA/OAD  1 

System  name:  Standards  of  Conduct  Files  GSA/OAD 

System  locatkn:  The  system  is  located  in  the  personnel  ctffices  of 
GSA  at  the  addresses  Usted  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice,  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  of  Per-  sonnel  at  18th  &  F  Sts.,  NW,  Washington,  DC  20405, 
and  the  offices  of  supervisors  and  management  officials  wfab  have 
a  need  for  information  relating  to  an  enqdoyee’s  outside  employ¬ 
ment. 

Categories  of  indivkiuals  covered  by  the  system:  AO  employees 
who  have  requested  permission  to  engage  in  outside  employment, 
received  a  copy  of  the  standards  of  conduct,  or  have  bera  the  ob¬ 
ject  of  debt  complaints. 

Categories  of  records  in  the  system: 

1.  Application  to  engage  in  outside  emfdoyment,  business  or 
professional  activities  (GSA  Form  1974). 

2.  Standards  of  Conduct. 

3.  Acknowledgement  of  receipt  of  GSA  Standards  of  Conduct 
(GSA  Form  2160). 

4.  Debt  complaint  files. 

These  records  are  maintained  for  the  purpose  of  identifying  em¬ 
ployees  who  have  received  a  copy  of  the  standards  of  conduct,  per¬ 
mission  to  engage  in  outside  einployment,  or  who  have  been  the 
subject  of  debt  complaints. 

Autbority  for  maintenance  of  the  system:  The  records  within  this 
system  are  authorized  by  Executive  Order  11222. 

Routine  uses  of  records  maintained  in  the  system,  tnchidiBg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  RoutiiK  Uses  of 
these  Records,  as  defined  in  5  U.  S.  C.  552a  (a)(7)  and  provided  for 
in  5  U.S.C.  552a  (bK3),  are  described  in  the  appendix  frdlowing  the 
GSA  notices. 

Policies  and  practices  for  staring,  retrieving,  arressing,  retabdag, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinets. 

Retiievability:  Filed  alphabetically  at  each  location  by  luune. 

Safeguards:  When  not  iir  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  ffle  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  oi  records  shaU  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  Director  of  Personnel  at  18th 
A  F  SU.,  NW,  Washington,  DC  20405. 

Notification  procedure:  Current  en^iloyees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  approfuiate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  s^iplicable  Former  employees  may 
obtain  information  from  the  pmonnel  officers  at  the  addresses 
listed  in  the  appendix. 


dress  listed  m  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105-64. 

Contesting  record  prooedmes:  GSA  rtiles  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister.  . 

Record  source  categories:  Employees  requesting  permission  to  en¬ 
gage  in  outside  employment;  firms  and/or  collection  agencies  filing 
debt  complaints;  supervisors  and  management  officials. 

GSA/OAD  2 

System  name:  Employee  Appraisal  Files.  GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice,  GSA/OAD  22,  and  the  Central  Office, 
Office  of  Personnel  at  18th  A  F  Sts.,  NW.,  Washington,  DC  20405. 

Categories  of  faubviduals  covered  by  the  system:  All  GSA  em¬ 
ployees. 

Categories  of  records  in  the  system: 

1.  Performance  ratings  (including  GSA  Form  2892,  Employee 
PerfOTmance  Rating  and  Assessment  Relevant  to  Promotion  Poten¬ 
tial. 

2.  Records  of  performance  discussions. 

3.  Records  of  performance. 

4.  Documentation  for  ratings. 

5.  Recommendations  for  peiformaiKe  awards. 

The  above  records  are  maintained  for  the  purpose  of  carrying 
out  employee  sqppraisal  responsibilities. 

Authority  for  maintenance  of  the  system:  5U.S.C.  4301. 

Routine  uses  of  records  maintained  hi  the  system,  incindiag  catego¬ 
ries  of  users  snd  the  purposes  of  such  uses:  P^ormarKC  ratings  may 
be  made  available  to  prospective  engiloyers  within  or  outside  the 
ageiKy  in  connection  with  a  job  apphntion.  Other  routiiK  uses  are 
as  described  in  the  Appendix  frdlow^  the  GSA  notices. 

Policies  and  practices  for  storing,  rttrhilngr  srrewliig.  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  drawers  or  cabinets. 

Retiievability:  Filed  alphabeticaUy  at  each  locatkm  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

-Retention  and  dimaaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  Fw,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 
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SyflOB  iiianater(t)  and  addrcaK  Director  of  Penonnd  at  18th  &  F 
Sts.,  NW,  Waslungton,  DC  2040S 
NodflcaSloii  procedure:  Current  employees  may  obtain  infocma- 
tko  about  whether  they  are  part  at  this  system  of  records  from 
their  supervisor  or  from  their  personnd  offker  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  21  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  apphcaUe.  Former  employees  may 
obtain  infonnation  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  access  procedures:  Reqimsts  from  current  emidoyees  to 
gain  access  to  information  pertaidug  to  them  should  be  dinwted  to 
their  supervisor  or  to  their  personnd  officer  at  the  appropriate  ad¬ 
dress  listed  in  die  Appendix  for  the  Office  of  Personnel  f<dowing 
the  notice  GSA/OAD  22  or  to  tibe  Director  oi  Personnd  at  the  ad¬ 
dress  noted  above,  whichever  applicatde.  Former  enqdoyees  should 
direct  requests  to  gain  access  to  infmmation  pertaining  to  them  to 
the  appropriate  personnd  officer  at  die  address  listed  in  die  Appen¬ 
dix.  For  dentification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105^. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  tqqiealing  initial  determination 
are  promulgated  in  41  CFR  105-64  piddished  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Employee  siqiervisOTS. 

GSA/OAD  3 

System  name:  Fund  Raising  Campaigns  I^les  GSA/OAD 
System  location:  The  system  is  located  in  the  personnd  trffices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22,  and  aU  campaign  offi¬ 
cials*  offices  in  all  Regional  and  Central  Office  Services  and  Staff 
Offices. 

Categories  of  indlvkluals  covered  by  the  system:  GSA  employees 
who  have  made  voluntary  contributions  to  the  Combined  Federal 
Campaign  and  other  fund  raising  campaigns. 

Categories  of  records  in  the  system: 

1.  Combined  Federal  Campaign  reports. 

2.  United  Givers  Fund  reports. 

3.  Other  one-time  canpaign  records. 

These  records  are  maintained  in  order  to  record  those  employees 
who  have  contributed  to  campaigns  and  to  prqiare  necessary  cam¬ 
paign  statistics. 

Authority  for  maintenance  of  the  system:  Executive  Order  10927. 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  SS2a(a)  (7)  and  provided  for 
in  S  U.S.C.  SS2a(b)(3),  are  described  in  the  i^pendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinets. 

Retrievability:  Filed  alphabetically  at  each  location  by  name. 
Safeguards:  When  not  in  use  by  an  authorized  pei^n,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  I&,  GSA  Reemds  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  adthem:  The  DirectcH'  of  Personnel  at  18th 
and  F  Streets,  NW,  Washington,  DC  20405. 

Notificadoa  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  ^n>n>priate 
address  listed  in  the  Appendix  for  the  CXfice  of  Personnel  following 
the  notice  GSA/OAD  21,  or  from  the  Director  oi  Personnel  at  the 
address  noted  idiove,  whichever  apfdic-  aide.  Former  employees 
may  obtain  infonnation  from  the  personnel  officers  at  the  ad¬ 
dresses  listed  in  the  ai^iendix. 

Raesrd  accem  procedures:  Requests  from  current  enqifeyees  to 
gain  access  to  information  pertaining  to  them  should  be  dirKted  to 
their  supervisor  or  to  their  persomiel  aiOcer  at  the  appropriate  ad¬ 
dress  hsted  in  the  Appendix  for  the  Office  (rf  Personnel  following 


the  notice  GSA/OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  ai^dicalde.  Fcmner  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnd  officer  at  the  address  listed  in  the  ^>pen- 
dix.  For  iderrtification  requirements  refer  to  the  agency  rqulations 
as  outlined  in  41  CFR  105^. 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  prcunulgated  in  41  CFR  105-64,  puUisbed  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Campaign  officials  preparing  fimd  rais¬ 
ing  campaign  records  and  statistics,  based  on  voluntary  contribu¬ 
tions  and  pledges  of  employees. 

GSA/OAD  4 

System  name:  Em{doyee  Drug  Abuse  (including  alcohdism)  Files 
GSA/OAD 

System  location:  The  system  is  located  in  the  personnd  dfices  of 
GSA  at  the  addresses  listed  in  the  .^ipendix  for  the  Office  of  Per¬ 
sonnd  foQowing  the  notice  GSA/OAD  22,  the  Central  Office,  Ctf- 
fice  of  Personnel  at  18th  &  F  Sts.,  NW,  Washington,  DC  20405.  in 
the  offices  of  designated  counselors,  and  in  the  offices  oi  super¬ 
visors  who  have  had  employees  suspected  or  known  to  have  drug 
abuse  proUems  (including  alraholism). 

Categories  of  individuals  covered  by  the  system:  GSA  employees 
who  have  been  suspected  or  known  to  have  drug  abuse  problems. 

Categories  of  records  in  the  system: 

1.  Records  of  referrals  for  counseling 

2.  Records  of  counseling 

3.  Rectxds  of  referrals  for  rehabilitative  assistance 

The  above  records  are  maintained  for  the  purpose  of: 

(1)  documenting  that  supervisors  have  properly  dealt  with  em¬ 
ployees  whose  work  is  affected  by  drug  abi^ 

(2)  aiding  counselors  in  their  efforts  to  assist  employees 

(3)  providing  a  basis  for  meeting  repcHt  requirements  to  the  Civfl 
Service  Commission 

Authority  for  maintenance  of  the  system: 

1.  PL  92-555 

2.  5  use  7901 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  S52a  (a)(7)  and  provided'  for 
in  5  U.S.C.  552a  (bX3),  are  described  in  the  appendix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  P^ier  rectmls  in  file  drawers  or  cabinets. 

RetrirviMilty:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stwed  in  lockable  metal  file  cabinets  or  in  secured 
rooms.  ^ 

Retention  and  dhpossl:  Disposition  of  records  shall  be  in  ac- 
oxdance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820  2) 

System  inuiager(8)  and  address:  The  Director  of  Personnel  at  18th 
&  F  Sts.,  NW,  Washington,  DC  20405. 

Notification  procedure:  Current  emidoyees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  persomiel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  21,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicaUe.  Fmmer  employees  may 
obtain  informatimi  from  the  personnel  officers  at  the  addresses 
Usted  in  the  Appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  infonnation  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  persomiel  officer  at  the  api»ropriate  ad¬ 
dress  listed  in  the  Appendix  for  tiie  Office  of  Personnel  following 
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the  GSA/OAD  notices,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  re-  quests  to  gain  access  to  information  pertaining  to  them  to 
the  approj^te  per^nnel  officer  at  the  address  listed  in  the  Appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
outlined  in  41  CFR  105-64 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Supervisors,  counselors,  personnel  spe¬ 
cialists,  and  the  employees  themselves. 

GSAyOADS 

System  name:  Incentive  Awards  Files  GSA/OAD 

System  location:  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  foUowing  the  notice  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  of  Personnel,  18th  &  F  Sts.,  NW,  Washin^on,  DC  20405,  and 
the  offices  of  all  supervisors  initiating,  reviewing,  and  recom¬ 
mending  incentive  awmds 

Categories  of  fadividuals  covored  by  the  system:  Enqdoyees  who 
have  received  recognition  for  suggestions,  job  performance,  and 
other  significant  accomplishments. 

Categories  of  records  in  the  system: 

1.  Suggestion  Award  Certificate  (GSA  Form  1514) 

2.  Letters  of  commendation,  citation,  and  awards. 

These  records  and  related  supporting  material  are  maintained  for 
the  purpose  of  identifying  and  recording  those  employees  who  have 
received  recognition  for  suggestions  and  job  performance. 

Authority  for  maintetuuscc  of  the  system:  5  U.S.C.  Chapter  45. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  522a  (a)(7)  and  provided  for 
in  5  U.S.C.  552a  (bX3),  are  described  in  the  appeiKlix  following  the  ^ 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessiag,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinets. 

RctrievaMlity:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secuned 
rooms. 

Retention  and  diqiKMal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  inaiuiger(s)  and  address:  The  Director  of  Personnel,  18th 
A  F  Sts.,  NW,  Washington,  DC  20405. 

Notification  procedure:  (Turrent  employees  may  obtain  infmma- 
tion  about  whether  they  are  a  part  of  this  s^tem  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  al  Personnel  following 
the  notice  GSA/  OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  ^>ove,  whichever  t^plicable.  Former  enqdoyees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  A^icndix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  superviso”  or  to  their  personnd  officer  at  the  amnopriate  ad¬ 
dress  listed  in  the  ^>pendix  for  the  Office  of  Personnd  following 
the  notice  GSA/OAD  22,  or  to  the  Director  Personnd  at  the  ad¬ 
dress  noted  above,  whichever  apfdicaUe.  Former  enoployees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appix^Hiate  personnel  officer  at  the  address  listed  in  the  Appen¬ 
dix.  Fm  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  10^64. 

Contmting  record  proccdnra:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Supervisors,  management  officials,  offi¬ 
cials  with  other  agencies,  and  members  of  the  public. 

GSA/OAD  6 

System  nanse:  Occtq>ational  Health  and  Injury  Files  GSA/OAD 


System  location:  The  system  is  located  in  the  personnd  offices  of 
GSA  at  the  locations  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnd  foDowing  the  notice  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  of  Personnel  at  18th  &  F  Sts.,  NW,  Washington,  DC  20405, 
and  the  offices  of  all  supervisors  who  have  had  employees  injured 
on  the  on  the  job  or  other  occupational  health  proNems  wdth  em- 
idoyees  supervised. 

Categories  of  individuals  covered  by  the  ^-stem:  GSA  employees 
who  have  sustained  injuries  or  other  occupational  health  problems. 

Categories  of  records  in  the  system: 

1.  Accident  reports  (including  CA-1  &  2:  Federal  Employees 
Notice  of  Injury  or  Occupational  Disease) 

2.  Claims  for  compensation  for  injury  or  occupational  disease 
(CA4) 

3.  Claims  for  continuance  of  compensation  on  account  of  disa¬ 
bility  (CA  8) 

4.  Lists  of  employees  receiving  medical  services 

5.  Health  records 

The  above  records  are  maintained  for  the  purpose  of  identifying 
and  recording  those  employees  who  have  sustain^  injuries  or  other 
occupational  health  proUems. 

Authority  for  maintmance  of  the  system:  5  U.S.C.  Chap.  81,  and  5 
U.S.C.  7153  and  5  U.S.C.  7901. 

Routing  uses  of  records  maintained  ha  the  sy  stem,  including  catego¬ 
ries  of  users  and  the  pncpoacs  of  auch  nses:  Certain  records  may  at 
times  be  released  to  the  Department  of  Labor  for  their  records. 
Other  routine  uses  are  as  described  in  the  Appendix  following  the 
GSA  notices.  , 

'Policies  and  practices  lor  storing,  retrieving,  aoceaaing,  retaining, 
and  tfspostng  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinets. 

Retrievabilhy:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockaNe  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  dhposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  addhem:  The  Director  of  Personnel,  18th 
A  F  Sts.,  NW,  Washington.  DC  20405. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  arc  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnd  officer  at  the  af^wopriate 
address  listed  in  the  A{q)endix  for  the  Office  oi  Personnel  following 
the  notice  GSA/  OAD  22.  or  from  the  Director  of  Personnd  at  the 
address  noted  above,  whichever  applicable.  Former  emidoyees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnd  officer  at  the  approfariate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  to  the  Director  of  Personnd  at  the  ad¬ 
dress  noted  above,  whichever  applicaMe.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  appropriate  personnd  officer  at  the  address  listed  in  the  Appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  10S64. 

Coaleating  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  ctegorics:  The  information  in  this  system 
records  is  provided  by  the  individuals  to  whom  the  records  pertaia, 
or  by  the  personnd  specialists  who  prepare  various  records  or 
claims. 

GSA/OAD7 

System  name:  Labor-Management  Relations  Rles  OSA/OAD 

^Fstem  location:  The  system  is  located  in  the  personnd  offices  of 
OSA  at  the  locations  listed  in  the  Appendix  for  the  Office  of  Per- 
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sonnel  following  the  notice  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  of  Personnd  at  ISth  &  F  Sts.,  NW,  Washington  DC  20405,  and 
various  service  and  staff  offices  througl^t  GSA^ 

Categories  of  indlvkluals  covered  by  the  system:  GSA  employees 
who  are  union  officials  or  are  in  an  exclusively  recognized  unit 
Also  GSA  employees  who  have  filed  grievances  under  the 
negotiated  grievance  procedure. 

Categories  of  records  in  the  system: 

1.  Union  dues  withholding  request  or  revocation. 

2.  List  of  emi^yees  who  are  elected  or  appointed  union  officers 
or  officials. 

3.  Arbitration  awards  based  on  employee  or  union  grievance. 

4.  Recognition  petitions  submitted  to  the  Assistant  Secretary  of 
Labor  for  Labor-Management  Relations. 

The  above  records  are  maintained  in  order  to  identify  and  record 
those  employees  who  are  included  in  exclusively  recognized  units, 
under  dues  withholding,  elected  or  appointed  as  union  officers,  and 
whose  grievances  have  been  resolved  by  arbitration  awards. 

Authority  for  maintenance  of  the  system:  Executive  Order  11491, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in 

5  U.S.C.  SS2a(bX3),  are  described  in  the  An>endix  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  and  machine  listings  in  fDe  cabinets. 

Retrievability:  Filed  alphabetically  at  locations  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  maaager(s)  and  addres:  The  Director  of  Personnel  at  18th 

6  F  SU..  NW,  Washington,  DC  20405 

Notification  procedure:  Current  enmloyees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appre^uiate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  iqiplicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  access  procedures:  Requests  from  current  enqiloyees  to 
gain  access  to  information  per-  taining  to  them  should  lx  directed 
to  their  supervisor  or  to  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  ai^dicable.  Former  enq[^yees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  apiM'opriate  personnel  officer  at  the  address  listed  in  the  .^;>pen- 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  10^64. 

Contesting  record  procedures;  GSA  rules  for  access  to  reccuds 
and  for  contesting  the  contents  and  appeal  initial  determination  are 
promulgated  in  41  CFR  105-64  puUish^  in  the  Federal  Raster. 

Record  aonree  categories:  Officials  preparing  fDes  and  records 
submitted  by  employees. 

GSA/OAD  8 

System  name:  Discqilinary  Action  and  Appeal  and  Grievance  Files 
GSA/OAD 

System  location:  The  system  is  located  in  die  personnel  offices  of 
GSA  at  die  addresses  li^ed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  following  the  notice  GSA/OAD  22,  the  Central  Office,  Of¬ 
fice  ot  Personnel  at  18di  &  F  NW,  Washington,  DC  20405, 
and  the  Offices  of  supervistMS  and  management  officials. 

Cnisgotift  of  ladividuab  covered  ^  the  •yatena:  GSA  employees 
who  may  be  or  who  have  been  subjects  of  discqilinary  action  and 
employees  who  have  filed  appeals  or  grievances. 

Cntsgsrits  el  records  fat  the  system; 


1.  Appeals  and  grievance  register. 

2.  Index  file  of  grievance  and  appeal  examiners. 

3.  Warning  letters  and  official  reprimand  files. 

4.  Grievance  files.  (Agency  and  N^otiated) 

5.  Adverse  action  decision  letters. 

6.  Disciplinary  action  files. 

7.  Appeals  hearing  transcripts. 

8.  Background  information  in  support  of  disciplinary  and  ad¬ 
verse  actions. 

The  above  records  are  maintained  to  identify,  record  and  docu¬ 
ment  those  employees  who  have  become  the  subject  of  potential  or 
real  disciplinary  actions  and  those  who  have  filed  grievances  and 
appeals. 

Authority  for  nudntenanoe  of  the  system:  E.O.  10987,  E.O.  11491, 
E.O.  11787,  and  5  U.S.C.  Chap.  77. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Reccmls,  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in 

5  U.S.C.  552a(bX3),  are  described  in  the  Appendix  following  the 
GSA  notices. 

Policies  and  practices  for  staring,  rctrievhig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  cabinets. 

Retrievability:  Ffled  alphabetically  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms.  — 

Retentian  and  dismasal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  Director  of  Persormel  at  18th 

6  F  Sts.,  NW,  Washington,  DC  20405 

Notiflcatioa  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  ex'  from  their  persormel  officer  at  the  appropriate 
address  listed  in  the  i^pendix  for  the  Office  of  Persormel  following 
the  notice  GSA/OAD  22,  ex  from  the  Director  of  Persormel  at  the 
address  noted  above,  whichever  applicable.  Former  employees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

Record  accem  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  apixopriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  wdricbever  api^caNe.  Former  employees  should 
direct  requests  to  gain  access  to  information  pertaining  to  them  to 
the  apprcfxiate  personnel  officer  at  the  address  listed  in  the  Appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  10^64. 

Couiestlug  record  procedures:  GSA  rules  for  access  to  records 
and  for  crxitesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFK  105-64  puUished  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Emp4oyees  who  file  appeals  or 
grievances  and  management  officials  who  prepare  dwuments 
required  in  these  fSes. 

GSA/OAD  9 

System  name:  Employee  Benefits  Files  GSA/OAD 

System  location;  The  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  li^ed  in  the  Appendix  for  the  Office  of  Per- 
sonnd  following  the  notice  GSA/OAlD  22,  the  Central  Office.  Of¬ 
fice  of  Personnel  at  18th  &  F  N.W.,  Washmgton,  DC  20405, 
and  the  offices  of  supervisors  and  management  officiah  promoting 
blood  donation  and  savings  bonds  programs  and  soliciting  em¬ 
ployees  to  attend  White  House  ceremonies. 

Categories  of  ksdlvidualB  covered  hy  the  system:  All  en^tloyees  en¬ 
rolled  in  authorized  health  and  life  insurance  plans;  receiving 
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severance  pay;  contributing  Mood;  authorizing  withholding  for 
savings  bonds;  attendmg  White  House  ceremonies;  and  deceased 
employees  with  survivors  entitled  to  death  benefits.  ' 

Catcgorfas  of  records  in  the  system: 

1.  Life  and  health  insurance  files. 

2.  Severance  pay  files. 

3.  Savings  bonds  lists. 

4.  Blood  requests. 

5.  White  House  ceremonies  files. 

6.  Death  case  files. 

The  above  records  are  maintained  for  the  purpose  of  identifyi^ 
and  recording  those  employees  who  have  enrolled  in  authorized  in¬ 
surance  plans,  received,  severance  pay,  authorized  witholding  for 
savings  bonds,  made  blood  donations,  attended  White  Ifouse 
ceremonies,  and/or  passed  away  leaving  survivors  entitled  to  death 
benefits. 

Routlac  uses  of  recards  maintained  in  the  system,  faicludhig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defmed  in  S  U.S.C.  5S2a  (aXT)  and  provided  for 
in  S  U.S.C.  SS2a  (bX3),  are  described  in  the  appoidix  fMlowing  the 
GSA  notices. 

Policies  and  practioes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  fQes. 

Retrievability:  Filed  alphabetically  at  each  location  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retentioa  and  disposal:  Disposition  of  reccu-ds  shaQ  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.  2) 

System  nuuiagcr(a)  and  address:  The  Director  (rf  Personnel  at  18th 
&  F  Sts.,  NW.,  Washington,  DC  2040S. 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  a  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Persoimel  following 
the  notice  GSA/OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  enq^yees  may 
obtain  information  from  the  personnel  officers  at  the  addresses 
listed  in  the  appendix. 

Record  access  procedures:  ReqiMsts  from  current  emptoyees  to 
gain  access  to  information  pertaining  to  them  should  be  dirrcted  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  to  the  Director  erf  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable.  Former  employees  should 
direct  requests  to  gain  access  to  informatkm  pertaining  to  them  to 
the  appropriate  personnel  officer  at  the  address  listed  in  the  appen¬ 
dix.  For  identification  requirements  refer  to  the  agency  regulations 
as  outlined  in  41  CFR  105-64. 

ContcatlBg  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federri  Re¬ 
gister. 

Record  source  categories:  The  iirformation  in  this  system  <rf 
records  u  provided  by  the  individuals  to  whom  the  records  pertain 
or  by  the  personnel  specialists  prepare  various  recmtls  or 
claims. 

GSA/OAD  10 

System  name:  Records  Relating  to  Staffing  Activities  of  GSA. 

GSA/OAD 

System  locatiou:  This  system  is  maintained  in  the  personnel  of¬ 
fices  <rf  GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office 
of  Persoimel  frrflowing  the  notice  GSA/OAD  22  and  in  the  Central 
Office,  Office  of  persoruiel  at  18th  &  F  Sts.,  NW,  Washingtoa43C 
20405. 

Categories  of  ksdividnals  covered  by  the  system:  Apfrficants  for 
GSA  raiployment;  former  and  current  GSA  emirfoyees. 

Categories  of  records  ia  the  system: 


1.  Recruitment,  qualification  and  employment. 

2.  Merit  promotion. 

3.  Separation. 

These  records  are  maintained  for  the  purpose  of  making  deci¬ 
sions  relating  to  the  hiiing,  maintaining,  utilizing,  promoting,  reas¬ 
signing  and  termmating  of  employees. 

Authority  for  mahstenance  of  the  qnlcm: 

1.  Recruitment,  qualification  and  employment  -  5  U.S.C.  3109; 
E.O  11521;  P.L.  93-508;  5  U.S.C.  7153;  75  U.S.C.  612;  FPM 
Chapter  301;  FFU  Cluq>.  307;  5  U.S.C  3582;  5  U.S.C  3104;  5 
U.S.C.  7512;  5  U.S.C.  3321;  FPM  Chap.  302;  FPM  Chap.  337;  FPM 
Chap.  315;  5  U.S.C.  4301-4308;  FPM  Chap.  300. 

2.  Merit  Promotion  -  5  U.S.C.  4301-4308;  FPM  Chap.  335. 

3.  Separation  -  5  U.S.C  3501-3504;  FPM  Chap.  753;  FPM  Chap. 
302. 

Routine  uses  of  records  maimakaed  hs  the  system,  induding  catego¬ 
ries  of  users  and  the  purposes  of  anch  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in 
5  U.S.C.  552a(bX3),  are  described  in  the  .^ipeaidix  following  the 
GSA  notices. 

PoUcics  and  praetka  lor  storhig,  retrievteg,  accessing,  retainiBg, 
and  rtlspnsing  of  recosth  hi  the  sytem: 

Storage:  AO  records  within  this  system  are  maintained  on  paper. 

Rctrievaliillty:  Records  are  retrievable  by  name. 

Safeguasds:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockaUe  metal  ffle  cabinets  or  in  secured 
rooms. 

Retention  and  dbpoaal:  Disposition  of  records  shaO  be  in  ac¬ 
cordance  with  the  Iffi,  GSA  Records  Maintenance  and  Deposition 
System  (OAD  P  1820.2). 

System  nianager(s)  and  adfbeas:  The  Director  of  Personnri  at  18th 
A  F  Sts.,  NW,  Washington,  DC 

Notification  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor,  from  their  Personnel  Officer ,(see  the  Appendix  for 
the  Office  erf  Personnel  following  the  notice  GSA/OAD  or  from 
the  Director  erf  Personnel  at  the  ackhess  noted  above,  whichever 
apirficable.  Feinner  entployees  may  obtain  information  from  their 
former  persemnel  officer,  their  current  personnel  records,  or 
Federal  Records  Centers.  Applicants  for  GSA  employment  may  ob¬ 
tain  information  from  the  Personnel  Officer  responsible  for  the 
position  for  which  they  applied. 

Record  access  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  directed  to  the  employees'  supervisor  or 
to  the  appropriate  personnel  officer  (see  the  Appendix)  or  to  the 
Director  of  Personnel  at  the  address  listed  above.  Former  em- 
irfoyees  should  direct  requests  to  access  records  to  their  former 
personnel  officer,  their  current  personnel  records,  or  Federal 
Records  Centers.  Applicants  for  GSA  employment  may  obtain  in¬ 
formation  from  the  Personnd  Officer  re^Kmnble  for  the  position 
for  which  they  applied.  For  identification  require-  ments  refer  to 
the  agency  rq^ilations  as  oirflined  m  41  CFR  105-64. 

Coatestteg  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  die  contents  and  appealing  initial  deter¬ 
minations  are  pronmlgated  in  41  CFR  105-^  pubhshed  in  the 
Federal  Register. 

Record  source  caitgbrlrr*  The  individuals  themsrives,  other  em¬ 
ployees  and  supervisors. 

GSA/OAD  11 

System  name:  Recmxls  rdating  to  career  and  executive  develop¬ 
ment.  GSA/OAD 

System  locntinn:  This  system  is  located  in  the  persoond  offices  at 
the  addresses  listed  in  the  Appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/OAD  22.  the.  Central  Office,  Office  of 
Personnel,  at  18th  A  F  Streets  NW.,  Washington,  D.C.  20405,  and 
within  offices  of  the  services  and  staff  offices  throughout  GSA 
where  there  are  participants  in  the  GSA  Career  Devdopmeut  Pro¬ 
gram. 

Categories  of  imBviduals  covered  by  the  qrstem:  GSA  employees, 
both  current  and  former. 
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Cateforiw  of  rocordi  hi  Uw  ijilcm: 

1.  Career  folders  (supervisory  assessments,  counadUng  rqMxt, 
^;>ecific  and  tentative  developmental  fdans). 

2.  Trainins  and  Advancement  Program  (TAP),  Career  Ad-  vance- 
ment  ProgranKCAP),  and  the  GSA  Nationwide  Ooss-Trainiog 
Agreement  records. 

3.  GSA  Form  1349,  Personal  Data  Statement 

4.  GSA  Form  1349-A,  Personal  Data  Statement  Change  Notice 

5.  GSA  Form  2634,  Job  Element  Appraisal  for  Career  Potential 

6.  GSA  Form  2990,  Notice  of  Trainee  Entry 

The  above  records  are  maintained  for  the  purpose  of  monitoring 
and  documenting  the  perfoimance  and  status  of  the  GSA  Career 
Development  Program  and  GSA  Executive  Development  partici¬ 
pants. 

Authority  for  maintenance  of  the  syston: 

1.  Career  folders  -  S  USC  4103 

2.  TAP,  CAP  and  Cross-Training  Agreement  -  5  USC  4301-4306 

3.  GSA  Form  1349,  Personal  Data  Statement  -  5  USC  4103 

4.  GSA  Form  1349-A,  FDS  CSumge  Notice  -  S  USC  4103 

5.  GSA  Form  2634,  Job  Element  Appraisal  -  S  USC  4301-4308 

6.  GSA  Form  2990,  Notice  of  Trainee  Entry  -  SUSC  4301-4308 

Routine  uses  of  records  maintained  in  the  system,  fair  hiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  T^  routine  uses  of  these 
records  as  defined  in  S  USC  S32a  (a)  (7)  and  ];aovided  for  in  5  USC 
552a  (bX3)  are  described  in  the  appendix  f<41owing  the  GSA 
notices.  '  —  — 

Policies  and  practiocs  for  storing,  rctrieviag,  arresting,  retainhig, 
and  disposiiif  of  records  in  the  sytem: 

Storage:  All  records  within  this  system  are  maintained  on  paper. 

Rctrievabillty:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safegnards:  When  not  in  use  by  an  authorized  person,  these 
recmxls  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Rrienthm  and  dhposai;  Disposition  oi  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  managerfs)  and  addrem:  The  Director  of  Persoimel  at  18th 
&  F  Streets  NW.,  Washington,  D.C.  20405 

NotMkathm  procedure:  Current  enq>loyees  may  obtain  inframa- 
tion  about  whether  diey  arc  part  of  this  system  of  records  frcrni 
their  supervisor  or  from  their  personnel  officer  at  the  appropriate 
address  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/  OAD  22,  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  iv>[dicable.  Former  eoqiloyees  may 
obtain  information  from  the  Director  ot  Personnel  at  the  address 
listed  above. 

Record  aceem  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  direct^  to  the  employees*  supervisor  or 
to  the  personnel  officer  at  the  q^propciate  address  listed  in  the  Ap¬ 
pendix  for  the  Office  of  Personnel  flawing  the  notice  GSA/OAJD 
22,  or  to  the  Directex'  of  Personnel  at  the  address  noted  above, 
vriiicb-  ever  appheaUe.  F<»mer  employees  should  direct  requests  to 
access  records  to  the  Director  of  Personnel,  General  Services 
Building,  at  the  address  listed  in  the  appendix.  For  identification 
requirements  rrier  to  the  agency  regulations  as  outlined  in  41  CFR 
105-64. 

Cautrsting  record  procadures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  con-  tents  and  ^qiealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-64,  published  in  the 
Federal  Register 

Record  aaurcc  calegorici:  The  information  iqwn  wdneh  these 
records  are  based  is  provided  by  the  following  sources: 


1.  Career  fedders  -  employee  completed  GSA  Form  1349,  and  su¬ 
pervisor’s  evaluations. 

2.  TAP,  CAP,  and  Cross-Training  Agreements  -  corres-  pon- 
dence  between  personnel  specialists  in  GSA,  Ontral  Office,  and 
the  personnel  specialists  in  the  operating  offices  of  GSA  and  those 
in  the  Civfl  Service  (Dommission. 

3.  GSA  Forms  1349  and  1349-A  -  enqdoyees  and  official  person¬ 
nel  folder.l^  *  I 

pioii  »rni 

4.  GSA ‘Form  2634  -  employment  offices  ot  the  personnel  of¬ 
fices,  supervisors  both  past  and  fxesent  or  other  individuals  who 
are  famihar  with  the  can-  didates. 

5.  GSA  Form  2990  -  official  personnel  folder. 

GSA/OAD  12 

System  name:  Records  rriating  to  the  assignment,  promotion,  and 
retirement  activities  for  executives  within  General  Services  Ad¬ 
ministration. 

System  location:  This  system  is  maintained  in  the  personnel  of¬ 
fices  ai  GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office 
of  Personnel  fcdlowing  the  notice  GSA/OAD  22,  the  Central  Office, 
Office  ot  Personnel  at  18th  and  F  STREETS  NW.,  Washington, 
D.C.  20405,  and  the  executive  offioes  of  the,  service  and  staff  of¬ 
fices  of  the  GSA  Central  Office. 

CstegoriH  of  tndlvkluals  covered  by  the  system:  GSA  emidoyees. 
Grade  GS-13  and  above. 

Categories  of  records  in  the  system: 

1.  Executive  Assignment  System  case  file 

2.  Retirement  Executive  Assignment  Program  file 

3.  Executive  Manpower  Resources  file  . 

4.  Executive  Interchange  Program  file 

5.  Executive  Manpower  Resources  Applicant  file 

The  above  records  are  maintained  for  the  purpose  of  administer- 
i^  to  and  monitoring  the  assignment,  promotion  and  retirement  ac¬ 
tivities  ot  employees  GS-13  arid  gbove. 

Authority  lor  matatfnance  of  the  system: 

1.  Executive  Assignment  System  file  -  5USC  4301-4308 

2.  Retirement  Executive  Assignment  Program  file  -  5  USC  Chap. 
83. 

3.  Executive  Maiqwwer  Resources  file  -  5  USC  4301-4306 

4.  Executive  Interchange  Program  file  -  5  USC  3376;  E.0.11589 

5.  Executive  Manpower  Resources  Amdicant  file  -  5  USC  4301  - 
4308 

Routine  uses  of  records  mahitalnrd  hi  the  systeas,  indndliig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for  in 
5  U.S.C  552a  (b)  (3)  are  described  in  the  Appendix  foOowing  the 
GSA  notices. 

Policies  and  practiocs  (or  storiag,  retrieving,  accessing,  retaini^, 
and  dfsposir^i  of  records  in  the  sytem: 

Storage:  AH  records  within  this  system  are  maintained  on  paper. 

Rctrievability:  AH  records  within  this  system  are  primaiily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
'records  are  stared  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  dhpoaal:  Dispositioa  of  records  shaU  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  ^nd  Disposition 
System  (OAD  P  1820.  2). 

System  managerfs)  and  address:  The  Director  of  Personnri,  18th 
A  F  Streets  NW.,  Washingtoii.  D.C.  20405. 

Notification  procedure:  Curredl  employees  may  obtain  informa- 
tkm  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor,  or  from  their  Personnel  Officer  at  the  appropriate 
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address  listed  in  the  Appendix  for  the  Office  of  Ptenonnel  foOowine 
the  notice  GSA/OAD  22,  or  from  the  Director  o#  Bersomiel  at  the 
a^ss  noted  above,  whichever  applicable.  Former  en^yees  may 
obtam  ^onnation  from  the  Director  of  Per-  sonnel  at  the  address 
listed  above. 

Record  access  pniccthues:  Requests  to  access  recotxls  from  cur¬ 
rent  emidoyees  should  be  directed  to  the  employees’  supervisor  or 
•to  their  Personnel.  Officer  at  the  approfaiate  adchess  listed  in  the 
Appendix  for  the  Office  of  Personnel  foOowiiu  the  notice 
GSA/OAD  22  or  to  the  Director  of  Personnel  at  the  address  listed 
above,  whichever  api^icable.  Former  enq^yees  direct 

quests  to  access  records  to  the  .Director  of  Persotuid  at  the 
General  Services  Building  at  the  address  listed  in  the  appendix  Fbr 
i^ntficatto^r^mrements  refer  to  the  agency  regulations  as  out- 

record  procednres:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  deter- 
^tions  are  promulgated  in  41  CFR  105-64.  published  in  the 
Federal  Register. 

Rcc^  soorre  categories:  Information  on  which  these  records  are 
baseed  is  provided  by  the  following  sources: 

Executive  Assignment  System  file  -  official  personnel  folder 
CivU  ServKe  Execuhve  Inventory  and  Executive  Manpower 
Resources  Applicant  file.  — 

2.  Retirement  Executive  Assignment  Program  -  i^fidal  personnel 
io’I^ed*****™*'**  eligibility  report  and  apphcation  from  employee 

3.  ExTCuUve  Manpower  Resources  file  -  official  personnel  fol¬ 
ders  applications  received  from  participants. 

4.  Executive  Interchange  Program  file  -  official  personnel  folder 
nominations  received  from  Heads  ci  Services  and  Staff  Offices.  ’ 

Manpower  Resources  Applicant  file  -  (tfficial  per¬ 
sonnel  folder,  application  received  from  employee. 

GSA/OAD  U 

related  to  trainee  programs  in  GSA. 

OSA/OAD 

1®***!®®*  The  system  is  officially  maintained  in  the  GSA 
personnel  offices  (see  the  Appendix  for  the  Office  of  Pteftonnel  fol- 
towing  tlf  notice  GS^  OAD  22)  and  the  Central  Office,  Office  of 
Pers^el.lSto  A  F  Streets  NW,  Washington,  DC  20405.  Related 
records  m  the  system  may  be  located  thrOU^tiout  GSA  wherever 
trainees  are  /  were  assigned. 

^  todhrld^  covered  by  the  system:  Individuals  in- 
chide.  (1)  Currrat  and  former  GSA  employees  who  are  or  were  at 
one  time  participants  in  a  formal  GSA  training  program;  and  (2)  in- 
^yidu^s  who  inqi^  about  and/  or  apply  for  employmmt  as  a  par- 
ucipant  m  a  formal  training  program. 

Categories  of  records  hi  the  system: 

1.  Employment  inquires  and  interview  reports  on  job  amlicants 
for  Mana^ment  Intern.  Summer  Intern,  and  general  trainee  uro¬ 
gram  positions.  ^ 

Service  Career  and  Worker-Trainee  Opportunity  Pro¬ 
gram  files.  ^ 

3.  Cooperative  Education  Employment  Program 
The  first  category  is  used  for  referral  puipose  as  an  araheant 
source  file;  the  other  categories  are  used  to  record  the  progreu  <rf 
partKqianU  m  the  training  programs,  to  evaluate  both  individuals 
and  tte  program  itself  and  to  provide  historical  cootinuitv  for 
analytical  purposes. 

.  4.  Report  on  current  and  former  trainees  (GSA  Form  2977). 

5.  Trainee  files  which  include  evaluations,  trainee  reports,  ect. 


6.  Summer  Intern  Programs  files. 

7.  Management  Intern  Program  files. 

Authority  far  mafatnance  of  the  lyrirm:  5  U.S.C.  4103 


®aaa  M  iwwif  arnfataiBad  hi  the  Syrian,  fariatfa^  cntif^ 

described  m  the  appendix  followiog  the 

EMWmand  prarifcca  far  ainrfag,  rilih  ihig^  amm^  RtaMiH 

and  di^wihlng  at  reoarda  fa  tha  aytam: 

^faeagc-  Afl  records  are  maintained  on  paper. 

tfi  swan  „  pdmail, 

^  '^'Een  not  in  use  -by  an  authorized  person  these 
an  sunal  to  tockto*  ^  a,  ctotototo 

*y"***”.  dfapomi:  Disposition  of  records  ahafl  be  in  ac- 

-  employees  may  obtain  informa- 

^  about  wbether  they  are  part  of  this  system  of  records  from 
Aw  OT  from  the  appropriate  personnd  office  at  the  ad- 

Appendix  for  the  Office  of  Personnel  foOowing 
Director  of  Personnei  arSJ 
’  ^**y*?^?  applicable.  Job  applicante  and 
fora«ja^ye«  may  obtam  mfoimation  from  the  appropriate 
personnel  office  (  see  the  ^spendix). 

to  access  records  from  cur- 
rwt  employees  should  be  directed  to  the  employeea’  supervisor  or 
tot^  ^iprc^te  personnel  trffice  at  the  addrem  hstodfa^^ 

following  the  notice  GSA/OAD 
**  Pfersormel  at  the  address  liste^bove 

w^hever  appheaUe.  Job  applicants  and  former  employees' should 
Atect  reque^  to  accm  records  to  the  approprifae  I^rsormel  Of- 
f^r  (see  the  ^ipendix).  For  identificatioo  requvements,  refer  to 
the  agency  regulation  as  outhned  in  41  CFR  105-64. 

**f®*^,^P‘’®®^*fa*rs:  GSA  rules  for  access  to  recoixis 
and  for  ermtesting  the  contents  and  appeahog  initial  determination 
mu^romulgated  m  41  CFR  105-64.  in  the^d^^lfa- 

r^guiiis.  The  indivirhials  themselves,  their  Offi¬ 
cial  Personnel  Folders,  other  employees,  and  supervisors. 

GSA/OAD  14 

System  locarioa:  The  system  is  located  at  aO  GSA  locations. 

Cah*oriM  of  fadivhfaals  oovereri  by  the  system:  GSA  employees 
both  former  and  current 

Gategorfas  of  records  fa  the  system: 

1.  Nominatioo  and  authoiizatioo  forms 

2.  Annual  Training  Plan  worksheets  (GSA  Form  2366) 

Records  relating  to  the  training  ne^irf.  o#  new  smwwiuvto 
F^om  2540^<«ioi^ Forms  R3-I487.  R4-1487.  sS^SkS^ 

3  forms  used  for  PBS  Federal  Protection  Service  purpose 

4.  Annual  Training  Report  (required  by  USCSQ  feeder  reporte 

5.  Monthly  Summary  of  Training 

OW  <“P*«  are  normany  filed  in 

^S  of  mdivKhials  who  receive  training  during  the  reporting 

T^Iecor*  relat^  to  the  training  needs  and  accomphshmenU  of 
I»bgrams  U  e.  .  Federal  P^SonsSJtoi? 
F^’aS^f  Counsel-  OOC.  Contract  Administration- 

The  above  records  are  maintained  for  the  purpose  of: 

inaPi^llTf  uommating.  authorizing,  and  fond- 

»«(rfoMthuinmg)  haining  for  GSA  employees  who  "Wmd  GSA 
sponsored  training  and  vk»a 


(2)  recording  and  anfayzing  completed  trainii^ 
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Authority  for  mahiteiiaiicc  of  the  system:  S  U.S.C.  .  Cluster  41. 

Routine  uses  of  records  maintained  in  the  system,  jnchuling  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defii^  in  5  U.S.C.  S52a  (a)  (7)  and  imvideed  for 
in  S  U.S.C.  SS2a  (b)  (3),  are  described  in  Appemlix  following 
the  GSA  notices. 

Polides  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  All  records  except  Monthly  Summary  o(  Training  and 
Semi-annual  Report  of  Training  are  maintained  on  ^per;  the  two 
exceptions  are  ADP  printouts  maintained  on  magnetic  tapes  (K’M 
No  2  2  f€x  both). 

Rctrievability:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stmed  ins  lockaUe  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2).  > 

System  managerfs)  and  adtbess:  The  Director  of  Personnel  at  18th 
&  F  Streets  NW.  Washington,  D.C.  2040S. 

Notification  procedure:  Current  ei]:q>loyees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor  or  from  their  apixopriate  Persormel  Office  (see  the 
Appendix  for  the  Office  of  Per-  sonnel  following  the  notice 
GSA/OAD  22)  or  from  the  Director  of  Personnel  at  the  address 
noted  above,  whichever  applicaUe.  Former  en^oyees  may  obtain 
infomuition  from  the  appropriate  Persoimel  Officer  (see  the  appen¬ 
dix). 

Record  access  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  directed  to  the  en^doyees*  supervisor. 
Former  employees  should  direct  request  to  access  records  to  the 
appropriate  Personnel  Officer  (see  t^  .^jpeqdix  for  die  OKice  of 
Personnel  following  the  notice  GSA/OAD  22).  For  indendfication 
requirements  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
105-64 

Contesting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  103-64  puNished  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individuals  themselves,  their  Offi¬ 
cial  PerscHiDel  Folders  other  emidoyees  and  supervisors. 

GSA/OAD  IS 

System  name:  General  staffing  information  maintained  by  the  (Cen¬ 
tral  Office,  Office  of  Personnel  and  personnd  offices  of  GSA. 
GSA/OAD 

System  locatioa:  The  Personal  Data  Statement  Notebook  and  the 
^  Key  GSA  Official  Book  are  maintained  in  the  GSA  Central  Office, 
Office  of  Personnel,  18th  &  F  Sts.,  NW,  Washington,  DC  20403. 
The  General  Personnel  Staffing  Information  and  Qudoges  to  the 
Personnel  Roster  records  tire  maintained  in  the  personnd  offices  of 
GSA  M  the  locations  listed  in  die  Appendix  for  the  Office  at  Per¬ 
sonnel  foBowing  the  notice  GSA/OAD  22. 

Categsrhs  of  tedividnab  covered  by  the  system:  The  Key  OSA  Of¬ 
ficial  Btxik  contains  infonnation  on  current  key  officials  throughout 
GSA.  The  other  records  concern  personnel  employees  in  the  per¬ 
sonnel  offices  of  GSA  as  listed  in  die  Appendix  for  the  Office  of 
Personnel  following  the  GSA/OAD  Notices. 

Categories  of  reeerds  ha  the  system: 

1.  General  Personnel  Staffing  information 

2.  Changes  to  the  Personnel  Roster 

3.  Key  GSA  Official  Book 

4.  Poraonal  Data  Statement  Notebook 

The  above  records  are  maintained  for  the  purpose  of  monitoring 
the  staffing  situatioo  within  particular  organizational  units. 

Authoeity  lor  asahriemaKe  of  the  systeaa: 

1.  General  Personnd  Staffing  Information  -  3  U.S.C.  301-302 

2.  Changes  to  the  Personnd  Roster  •  3  U.S.C  301-302 


3.  Key  GSA  Official  Boede  -  3  U.S.C.  301-302 

4.  Personal  Data  Statement  Notebook  -  3  U.S.C.  301-302 

Routine  uses  of  records  maintained  hi  the  system,  tiwimtiiig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records  as  defined  in  3  U.S.C.  332a  (a)(7)  and  provided  for  in 
3  U.S.C.  332a  (bX3)  are  described  in  the  Appendix  following  the 
GSA  Notices. 

PoUdes  and  practiocs  for  storing,  retrieving,  aooessing,  retaining, 
and  diaposiiig  of  records  in  the  sytem: 

Storage:  AB  records  within  this  system  are  maintained  on  paper. 

Retrievability:  All  records  within  this  system  are  primarily 
retrievalde  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stcH«d  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

^utem  raanager(s)  and  address:  The  Director  of  Personnel  at  18th 
&  F  Sts.,  NW,  Washington,  DC  20403. 

Notillcatfon  procedure:  Former  and  current  GSA  employees  may 
obtain  information  about  whether  or  not  they  are  a  part  of  t^ 
system  by  contacting  their  Personnel  (Xficer  at  the  address  listed  in 
tte  Appendix  for  the  Office  at  Personnel  fcBlowing  the  notice 
GSA/(3AD  22  or  to  the  Director  of  Personnel  at  the  address  noted 
above,  vrinchever  iqplicaMe. 

Record  access  procedum:  Requests  from  former  and  current  em¬ 
ployees  to  access  records  should  be  directed  to  the  appropriate  Pn- 
soniad  Officer  at  the  address  listed  in  the  Appendix  for  the  Office 
at  Personnel  following  the  notice  GSA/OAD  22,  or  to  the  Director 
of  Personnel  at  the  address  listed  above,  whichever  applicable.  For 
identification  require-  ments  refer  to  the  agency  regulations  as  out¬ 
lined  in  41  (ZFR  103-64. 

Coaleating  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter- 
minatkms  are  promulgated  in  41  (TFR  103-64  published  in  the 
Federal  Register. 

Record  sowxc  categories: 

1.  General  Personnd  Staffing  Infonnation  •  information  for  this 
record  is  generated  internally  within  the  personnel  office. 

2.  Changes  to  the  personnel  roster  -  the  infonnation  for  this 
record  is  drawn  from  service  record  cards  and  various  files  main¬ 
tained  in  the  processmg  and  records  function  of  the  personnel  of¬ 
fices. 

3.  Key  GSA  (Xficial 'Book  •  the  information  is  provided  to  the 
Director  of  Pnaomid  by  the  various  personnd  offices  throughout 
GSA. 

4.  Personal  Data  Statement  Notebodc  -  information  for  this 
record  is  obtained  directly  from  the  indivklual. 

GSA/OAD  16 

System  naaae:  Special  personnd  studies  and  reports.  GSA/OAD 

System  locatioa:  This  system  is  maintained  in  the  personnd  of¬ 
fices  of  OSA  (see  the  .^pendix  for  the  Office  dT  Personnd  follow¬ 
ing  the  notice  GSA/OAD  22.),  and  in  the  OSA  Central  Office,  Of¬ 
fice  of  Personnd,  18th  St  F  Streets,  NW.,  Washir^gton,  DC  20403. 
Personnd  management  evduation  interview  notes  may  also  be 
maintained  by  survey  team  members  who  are  not  persoind  em¬ 
ployees. 

Calrgorlts  of  indKidnals  coversd  by  the  sysIsmT  Current  and 
former  employees  of  OSA.  The  Annotated  Prformance  Analysis 
Rqxirt  subsystem  applies  only  to  persoond  employees;  the  others 
may  involve  employees  throui^iout  the  agency. 

Categories  of  records  he  the  system: 

1.  Annotated  Performance  Analysis  Rqxxts 

2.  Records  relating  to  ttie  Processing  Control  Record  Report 
(PCR) 

3.  Executive  Salary  Oiling  Impact  Report  backup  files 
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4.  Personnel  Management  Evaluation  reports  and  case  listings 

5.  Personnel  Management  Evaluation  interview  notes 

The  above  records  are  maintained  for  the  purpose  of  conducting 
and/or  preparing  special  personnel  studies  and  rq>orts. 

Authority  for  mahitmancr  of  the  system: 

1.  Annotated  Performance  Analysis  Reports:  S  USC  301;  PPM 

250-3  «>  lUi  - 

2.  Records  relating  to  the  Processing  Control  Record  Report 
(PCR):  5  USC  301 

3.  Executive  Salary  Ceiling  Impact  Report  backup  ffles:  5  USC 
5307 

4.  Personnel  Management  Evahiatkm  reports  and  case  listings: 
E.O.  9830 

5.  Personnel  Management  Evaluation  interview  notes:  E.O.  9830 

Routine  uses  of  records  mafaitahied  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  I^ormation  contained  in 
the  Personnel  Management  Evaluation  official  case  files  may  be 
released  to  the  Civfl  Service  Commission.  Other  routine  uses  ar$  as 
described  in  the  Appendix  following  the  GSA  notices. 

•  Policies  and  practices  tor  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  All  recends  within  this  system  are  maintained  on  paper. 

Retrievability:  All  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  ffle  cabinets  or  in  secured 
rooms. 

Retention  and  dfaposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  Director  of  Personnel  at  18th 
&  F  Streets  NW.,  Washington.  DC  20405. 

Notmeatioa  procedure:  Former  and  current  GSA  employees  may 
obtain  information  about  whether  or  not  they  are  a  part  of  this 
system  of  records  by  contacting  their  Personnel  Officer  at  the  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  following 
the  notice  GSA/OAD  22,  or  the.  Director  of  Personnel  at  the  ad¬ 
dress  noted  above,  whichever  applicable. 

Record  access  procedures:  Requests  from  former  and  current  em¬ 
ployees  to  access  records  should  be  directed  to  the  ^qrropriate  Per¬ 
sonnel  Officer  at  the  address  listed  in  the  Appendix  for  the  Office 
of  Personnel  fol-  lowing  the  notice  GSA/OAD  22  or  to  the  Director 
of  Personnel  at  the  address  listed  above,  whichever  iq^cable.  For 
indentification  requirements  refer  to  the  ageiKy  regulations  as  out¬ 
lined  in  41  CFR  105-64. 

Contcstiiig  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter- 
miiMtions  are  promulgated  in  41  CFR  105-M,  published  in  the 
Federal  Register. 

Record  source'  categories:  The  information  which  these  records 
are  based  on  is  drawn  from  the  following  sources: 

1.  Annotated  Performance  Anidysis  Reports  -  information  is  pro¬ 
vided  in  general  by  the  affected  individuals. 

2.  Records  relating  to  the  Processing  Control  Record  RepcHt-  in¬ 
formation  is  drawn  from  SF-52,  Request  for  Persoimel  Action. 

3.  Executive  Salary  Ceiling  Impact  Report  backup  files  -  this  in¬ 
formation  b  generally  obtained  from  the  Processing  and  Records 
function  and  the  files  which  they  nuiintain  within  each  Personnel 
Office  or  Divbion. 

4.  Personnel  Management  Evaluation  Reports,  Case  Listings, 
and  Interview  Notes  -  Information  in  these  records  b  drawn  from 
supervisors  and  employees,  as  wefl  as  persoimel  and  administrative 
foes. 

GSA/OAD  17 

System  Bomc:  Records  relatmg  to  compensatioa  and  classification 
activities  within  GSA.  GSA/OAD 


System  locatkai:  'Thb  system  b  maintained  in  the  persoimal  <^- 
fices  of  GSA  at  the  addrmses  listed  in  the  .^^leiidix  for  the  Office 
of  Persoimd  following  the  notice  C^A/QAD  22,  as  wdl  as  the  GSA 
Central  Office,  Office  of  Personnel,  18th  &  F  Streets,  NW, 
Washington,  DC  20405 

Categories  of  indivkluab  covered  by  the  qrsicm:  Current  and 
former  employees  of  GSA  and  applicants  for  GSA  poahkms. 

Categories  of  records  in  the  systcBs:  Records  consist  of  documents 
relating  to  overseas  emidoyees.  siqieigrades,  classificatkm  surveys, 
classification  appeals,  Irave  and  pay  administration,  position 
descriptions,  and  Federal  lYo-  tective  Officers.  These  records  we 
maintained  for  the  purpose  of  proporly  implementing  the  acti\^tin 
and  requirements  relevant  to  compensation  and  class^cation  within 
GSA 

Authority  for  maintenance  of  the  system: 

1.  Overseas  employee  file:  5  U.S.C.  5921  thru  5925 

2.  Supeigrade  file:  5  U.S.C.  5106 

3.  Classification  surveys:  5  U.S.C.  5115 

4.  Classification  appeals:  5  U.S.C.  5115 

5.  Leave  and  administration  5  U.S.C.  5301  thru  6326 

6.  Position  description  file:  5  U.S.C.  5113 

7.  Study:  Federal  Protective  Officers:  40  U.S.C.  490 

Routine  uses  of  records  maintained  far  the  system,  wiiiHfan  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  deficMMl  in  5  U.S.C.  522a  (aXT)  and  provided  for  in 

5  U.S.C.  552a  (bX3),  are  described  in  the  appendix  foDowing  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dhposing  of  records  in  the  sytem: 

Storage:  All  records  within  thb  system  are  maintained  on  paper 
in  file  feeders  and  card  files. 

Retrievability:  'The  records  within  thb  system  are  primarily 
retiievaUe  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Dbposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB.  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  inanager(s)  and  address:  'The  Director  of  Personnel  at  18th 

6  F  Streets.  NW..  Washington,  DC  20405. 

Notificalion  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  office  at  the  appropriate 
address  luted  in  the  Appendix  for  the  Office  of  Personnel  fcdlowing 
the  notice  GSA/OAD  or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  applicable.  Former  emidoyees  and 
ai^dicants  for  GSA  positions  may  obtain  information  from  the  per- 
soiuiel  officers  locat^  at  the  addbresses  hsted  in  the  ai^;>endix. 

Record  access  procedures:  Requests  from  current  employees  to 
gain  access  to  information  pertaining  to  them  should  be  directed  to 
their  supervisor  or  to  their  personnel  officer  at  the  appropriate  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Personnel  fcdlowing 
the  notice  GSA/OAD  22,  or  to  the  Director  of  Personnel  at  the  ad¬ 
dress  hsted  above,  whichever  ai^dicable.  Former  employees  and 
applicants  for  GSA  positions  shc^d  direct  requests  to  gam  access 
to  information  pertaining  to  them  to  the  appropriate  GSA  personnel 
officer  at  the  addr^  hsted  in  the  appendix.  For  identification 
requirements  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
105-64. 

Contesting  record  procedmes:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-M,  published  in  the 
Federal  Regbter. 

Record  sooroe  categories:  The  informatioo  on  which  these  records 
are  baaed  b  provided  by  the  individuab  themselves,  official  person¬ 
nel  feeders,  other  employees,  and  supervisors. 

GSA/OAD  18 

System  name:  Processing  and  Records  files  GSA/OAD 
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Syam  ktcatiaa:  This  system  is  maintained  in  the  personnd  of¬ 
fices  of  GSA  at  the  locations  listed  in  the  Appendix  for  the  Office 
of  Personnel  following  the  notice  GSA/OAD  22. 

Categories  of  indhrlduals  cohered  by  the  system:  Current  and 
former  enq>loyee8  oi  GSA. 

Categories  of  records  fas  the  system: 

1.  Service  record  file  (including  sqtaratioD,  retirement,  reem¬ 
ployment,  furlough  and  other  active  records  on  current  enqiloyees 
and  inactive  reco^  on  past  employees). 

2.  Official  Personnel  Folder  authcxized  user  listing  and  chaige- 
out  system. 

3.  Leave  Without  Pay  files. 

4.  Name  change  files. 

5.  Pending  securities  files. 

6.  SF-52  control  sheet  files. 

The  above  records  are  maintained  for  the  purpose  of  facilitating 
the  processing  and  recording  of  personnel  actions. 

Authority  for  maintmancc  of  ttc  system:  Executive  Orders  10S61, 
9830,  10800,  10988,  11222,  and  11246. 

Routiac  uses  of  records  maintained  hi  the  system,  Wiwntu^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Qvfl  Service  Cc^ 
mis-  sion  may  utilize  this  information  in  the  ctmduct  of  regulatory 
audits.  The  filing  of  state  uneiiq;)k>yinent  claims  may  also  require 
that  certain  information  be  disclosed.  Other  routine  uses  are  as 
described  in  the  Appendix  following  the  GSA  notices. 

Policies  and  pmctica  for  storing,  retrieving,  nooesalng,  retaining, 
and  disposing  of  records  fas  the  sytem: 

Storage:  All  records  within  diis  system  are  maintained  on  paper 
in  either  folders  or  card  files. 

Retrievability:  The  records  within  this  system  are  inimarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  uumagerfs)  and  address:  The  Director  of  Personnel  at  18th 
&  F  SU.  NW,  Washington.  D.C.  20405 

Notification  |»ocedure:  Former  and  current  GSA  employees  may 
obtain  informatipn  about  whether  or  not  they  are  a  pari  of  this 
system  by  contacting  the  Personnel  (!>fficer  at  the  apiuopiiate  ad¬ 
dress  listed  in  the  Appen-  dix  for  the  Office  of  Perscmnel  following 
the  notice  GSA/OAD  22. 

Record  accem  procedmnes:  Requests  from  former  and  current  em¬ 
ployees  to  access  records  should  be  directed  to  the  Personnel  Of¬ 
ficer  at  the  apprc^inate  address  listed  in  the  Appendix  for  the  Of¬ 
fice  of  Personnel  following  the  notice  GSA/OAD  22.  For  identifica¬ 
tion  requirements  refer  to  the  agency  regulations  as  outlined  in  41 
CFR  105-64. 

Coutcatfaig  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  105-64,  published  in  the 
Federal  Register. 

Record  source  cuiegoriti:  The  information  in  this  system  is  drawn 
from  official  personnd  records,  pmonnel  specialists,  enqdoyee  su¬ 
pervisors,  and  the  employees  thmnselves. 

GSA/OAD  19 

System  name:  Office  Personnel  files  GSA/OAD 

System  locatkm:  This  system  may  be  maintained  at  the  superviso¬ 
ry  or  administrative  office  level  throughout  the  Office  of  Admin-  is- 
-  tration  luitionwide. 

Categories  of  ladividuab  covered  by  the  system:  GSA  employees, 
both  former  and  current,  and  applicants  for  employment. 

Categories  of  records  in  the  system:  This  system  consists  of  a 
variety  of  employee  related  records  maintained  by  operating  offi- 
ciab  for  the  purpose  of  admin-  istering  personnd  matters  affecting 


their  employees.  Exangiles  of  records  contained  in  this  system  in¬ 
clude: 

1.  GSA  form  176  (Statement  of  Personal  History). 

2.  GSA  Form  2892  (Employee  Performance  Rating  and  Assess¬ 
ment  Relevant  to  lYonnotion  Potential). 

3.  Suggestions. 

4.  Position  Desorptions. 

5.  Counseling  repeat. 

6.  Siqiervisory  assesment  of  etnidoyees’  ability  to  meet  career 
goals. 

7.  GSA  Fmm  2424  (Assessment  of  Supervisory  Potential). 

8.  Employment  inquiries  from  other  agencies. 

9.  Military  Service  Separation. 

10.  Developmental  needs. 

11.  Training  (miscellaneous). 

12  GSA  Form  1089  (Placement  Follow-up  Checklist) 

13.  Staffing  patterns  and  rosters. 

14.  Leave  and  attendance  information. 

15.  Employee  addresses  and  fdiofie  numbers. 

16.  Military  reserve  lists. 

17.  Assignment  rosters. 

18.  Affirmative  Action  Flan  files. 

19.  'Accession  and  separation  information. 

20.  Performance  and  work  measurement  records. 

The  above  records  are  maintained  for  the  purpose  of  administer¬ 
ing  day  to  day  persormel  management  responsibilities. 

Authority  for  maintenance  of  the  system:  Executive  Order  9830 

Routine  uses  of  records  maintafaied  in  the  systesn,  indiMfing  catego¬ 
ries  of  users  and  the  purpenes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (a)(7)  and  provided  for 
in  5  U.S.C.  552a  (bX3),  are  described  in  the  appendix  foDowing  the 
GSA  notices. 

Policies  and  practices  lor  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  card  files. 

Retrievability:  The  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured 
rooms. 

Rctendon  and  dispasal:  Ihsposition  of  reemds  shall  be  in  ac¬ 
cordance  with  the  HB,  GStA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  managers)  and  address:  The  Assistant  Administrator  for 
Administration  at  18th  &  F  Sts.  N.W.  Washington,  DC.  20405 

Notification  procedure:  Current  ennployees  nuiy  obtain  informa¬ 
tion  about  whether  they  are  pari  of  this  system  of  records  from 
their  supervisor.  Former  employees  may  obtain  information  from 
the  appropriate  Personnd  Officer  at  the  address  listed  in  the  Ap¬ 
pendix  for  the  Office  of  Per-  sonnel  following  the  notice  GSA/OAD 
22. 

Record  access  procedures:  Requests  to  access  records  from  cur¬ 
rent  emi^yees  should  be  directed  to  the  emidoyees’  supervisor. 
Former  employees  should  direct  requests  to  the  appropriate  Person¬ 
nd  Officer  at  the  address  listed  in  the  Appendix  for  the  Office  of 
Persmmd  following  the  notice  GSA/OAD  22.  For  identification 
requirements,  refer  to  the  agency  regulatioiis  as  outlined  in  41  CFR 
105-64. 
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Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  promulgated  in  41  CFR  lOS-64,  published  in  the 
Federal  Register. 

Record  source  categories:  The  individuals  themselves,  other  em¬ 
ployees,  supervisors,  and  official  and  unofficial  personnel  records. 

GSA/OAD  20 

System  name:  Test  Material  GSA/OAD 

System  location:  This  system  is  maintained  in  the  six  Central  Of¬ 
fice  personnel  offices  of  GSA  kx»ted  in  the  Metropolitan  Washing¬ 
ton.  D.  C.  area  (see  the  Appendix  for  the  Office  of  Persoimel  fol¬ 
lowing  the  notice  GSA/OAD  22.) 

Categories  of  indhriduals  covered  the  system:  Applicants  for 
employment  with  GSA  as  weO  as  current  and  former  GSA  em¬ 
ployees. 

Categories  of  reewds  In  the  system:  Records  consist  of  test 
bocAlets,  answer  sheets  artd  notices  of  rating.  They  are  used  for  the 
purpose  of  determining  the  qualifications  of  applk^ts. 

Authority  for  maintenance  of  the  system:  S  USC  Cluq>ter  33 

Routine  uses  of  records  malntalnrd  in  the  system,  includhig  catego¬ 
ries  of  users  and  the  purposes  of  snch  uses:  These  recends  are  re¬ 
ported  to  the  Civil  Service  Onninissioo  for  their  records.  Other 
routine  uses  are  as  described  in  the  An>endix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  sytem:  ^ 

Storage:  All  records  within  this  system  are  maintained  on  paper. 

Retrievabiiity:  The  records  within  this  system  are  primarily 
retrievable  by  name. 

Safeguards:  When  not  in  use  by  ah  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  in  secured  , 
rooms. 

Retention  and  dbposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB.  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  Director  of  Personnel  at  18th 
A  F  SU.  N.  W..  Washington,  D.  C.  2040S. 

Nodflcation  procedure:  Applicants  for  employment  with  GSA  and 
current  and  former  GSA  employees  may  determine  if  they  are  in¬ 
cluded  in  this  system  by  contacting  the  appropriate  personnel  oiGce 
at  the  address  listed  in  the  ^mendix  for  the  Office  of  Personnel 
following  the  notice  GSA/OAD  22. 

Record  access  procedures;  See  last  paragraph. 

Contesting  record  procedures:  See  last  paragraph. 

Record  source  categories:  The  information  in  this  system  is  pro¬ 
vided  by  the  subject  individuals. 

Systems  exenqited  from  certain  provisicMis  of  the  act:  In  ac- 
cor^nce  with  S  USC  S22a  (kX6)  this  system  of  records  is  exempt 
from  subsections  (cX3).(d),(e),(l),(eg(4)(g)(h)and(i).  Provisions  for 
gaining  access  to  ai^  contesting  these  records  are  set  forth  in  41 
CFR  105-64,  puUished  in  the  Federal  Raster 


GSA/OAD  21 

System  nanm:  Intergovernmental  Management  Trainee  Association 
records.  GSA/OAD 

System  location:  This  system  (rf  records  is  maintained  in  the 
GSA,  Region  9  Personnel  Division  at  the  address  listed  in  the  Ap¬ 
pendix  for  the  Office  of  Personnd  following  the  notice  GSA/OAD 
22. 

Categories  of  indhridnals  covered  by  the  system:  State,  local,  and 
Federal  Government  employees  who  bdong  to  the  association. 

Categorfm  of  records  in  the  system:  The  records  in  this  system 
contain  the  following  information;  name,  poshiao,  and  addrm  of 
members.  This  information  serves  reference  purposes  for  the  mem¬ 
bers  of  the  association. 

Authori^  for  mrintmann  of  the  system:  This  system  of  records 
was  created  by  and  for  the  use  of  the  association  members.  The  as¬ 
sociation  was  estabUshed  in  the  Intergovernmental  Person¬ 

nel  Act  of  1970. 

Routine  uses  of  records  iiMdntntnrd  in  the  system,  huh^ig  catago- 
riea  of  nsers  and  tiw  purposes  of  audi  uses:  The  Routine  Uses  <d 
these  records  as  defined  m  5  U.S.C.  5S2(a)(7)  and  provided  for  in  3 
U.S.C.  S52a  (bX3)  are  described  in  the  Appendix  fcdlowing  the  GSA 
Notices. 


Policies  and  innctices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  The  records  within  this  system  are  maintained  on  paper. 

Retrievabiiity:  The  records  within  this  system  are  primaiily 
retrievable  by  name. 

Safeguards:  The  records  within  thb  system  are  kept  under  lock 
and  key. 

Retention  and  dispasal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  mara^eiis)  and  address:  The  Director  of  Personnel  at  18th 
&  F  Sts.,  NW,  Washington.  DC  20405. 

Notification  procedure:  Individuals  may  obtain  information  about 
whether  they  are  a  part  of  this  system  records  -by  contacting  the 
GSA  Region  9,  Personnel  Officer  at  the  address  listed  in  the  Ap¬ 
pendix  for  the  Office  of  Personnel  following  the  imtice  GSA/OAD 
22. 

Record  access  procedures:  Individuals  should  direct  requests  to 
access  records  to  the  GSA.  Region  9,  Persotuiel  CXficer  at  the  ad¬ 
dress  listed  in  the  Appendix  for  the  Office  of  Persormel  following 
the  notice  GSA/OAD  22.  For  identification  requirements  refer  to 
the  agency  regulations  as  outlined  in  41  CFR  105^. 

Contesting  record  procedures:  GSA/OAD  rules  fw  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  prcunulgated  in  41  CTK  105-M,  published  in  tiie 
Federal  Reguter. 

Record  source  categories:  The  individual  themsdves  who  are 
state,  local,  and  Federal  government  association  members. 

GSA/OAD  22 

System  name:  Listing  of  Physicians  GSA/OAD 

System  location:  This  system  is  located  in  the  personnel  offices  of 
GSA  at  the  addresses  listed  in  the  Appendix  for  the  Office  of  Per¬ 
sonnel  foDowing  the  notice  GSA/OAD  22. 

Categories  of  indhrlduals  covered  by  the  system:  Physicians  cer¬ 
tified  ^  a  board  ot  qualified  medical  offki^s  established  by  tiie 
Civil  Service  Commission  and  in  some  cases,  other  physicians  ap¬ 
proved  by  GSA 

Categories  of  records  in  the  system:  Names,  addresses  and  phone 
numbers  of  the  physicians  included  in  this  system.  These  records 
serve  as  a  referr^  source  for  those  who  are  in  need  of  a  physician 
for  fitness  for  duty  examination  or  on  the  job  mjuries. 

Authority  for  maintenanrr  of  the  syatcni:  FPM  Chapter  831. 

Routine  uses  of  records  maintained  In  the  ^ystcas,  includiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in  5 
U.S.C.  552aQ>X3)  are  described  in  the  Appendix  following  the  GSA 
notices. 

PoHdes  and  practices  for  storing,  retrieving,  airearing,  retaining, 
and  djjqxwing  of  records  fas  the  sytem: 

Storage:  The  records  within  this  system  are  maintained  on  paper. 

Retrievabiiity:  The  records  .within  this  system  are  primarily 
retrievaUe  by  name. 

Safeguards:  When  not  in  use  by  an  authorized  person,  these 
records  are  stored  in  lockable  metal  file  cabinets  or  secured  rooms. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposhioo 
System  (OAD  P  1820.2).- 

Syriem  mnnagcr(s)  and  adiheas:  The  Director  of  Personnd  at  18th 
A  F  SU..  NW.  Washii«ton.  DC  20405. 

Notification  procedure:  Individuals  may  obtain  information  about 
whether  ttwy  are  induded  in  this  system  by  cqntacting  the  Person¬ 
nd  Office  listed  in  the  Appendix  for  the  Office  of  Personnd  fol¬ 
lowing  the  notice  GSA/OAD  22. 

Record  acocss  procedures;  Individuals  should  direct  requesU  to 
access  reem-ds  to  the  Persomtd  Office  listed  in  the  Appendix  fmr 
the  Office  of  Persoruid  foDowing  the  notice  GSA/OAD  22.  which  is 
in  their  particular  area.  For  identification  requiremenU,  refer  to  the 
agency  reguldkms  as  outlined  in  41  CFR  IQS^. 

Conleating  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  contesting  the  contents  uid  appealing  initial  determina¬ 
tions  are  promulgated  in  41  CFR  105-64.  published  in  the  Federal 
Register. 
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Record  source  categories:  The  information  in  this  system  of 
records  is  provided  by  the  individual  themselves  to  either  GSA  or 
to  the  Civil  Service  Commission  or  Public  Health  Service  vriK>  for¬ 
ward  the  information  to  GSA. 

Appendix  GSA/OAD  Addresses  of  Locations 

Central  Office 

Office  of  Administration 
Personnel  Office 
GS  Building,  Room  1105 
18th  &  F  Streets  N.W. 

Washington,  DC  20405 
Area  Code  202-343-4012 

Automated  Data  and  Teleconurumications  Service 
Personnel  Office 
GS  Building,  Room  1204 
18th  &  F  Streets  N.W. 

Washington,  DC  20405 
Area  Code  202-343-8 

Office  of  Preparedness 
Personnel  Office 
GS  Building,  Room  4209 
18th  &  F  Streets  N.W. 

Washington,  DC  20405 
Area  Code  202-343-5631 

Federal  Supfdy  Service 
Personnel  dtffice 
Crystal  Mall  Buildi^  4 
1941  Jefferson  Davis  Highway 
Room  925 

Arlington,  Virginia  20406 
Area  Code  202-557-8563 

National  Archives  and  Records  Service 
Personnel  Office 
Archives  Building 
7th '&  Peimsylvania  Avenue,  N.W. 

Room  G-1 

Washington,  DC  20408 
Area  Code  202-963-5411 

Public  Buildings  Service 
Personnel  Office 
GS  Building,  Room  7331 
18th  A  F  Streets  N.W. 

Washington,  DC  20405 
Area  Code  202-343-6126 


Regional  Offices 
Region  1 

Regional  Persoimel  Office 
General  Services  Administration 
John  W.  McCormack 
Post  Office  &  Courthouse 
Boston,  MA  02109 
Area  Code  617-223-2624 

Region  2 

R^ional  Personnel  Office 
General  Services  Administration 
26  Federal  Plaza 
New  York.  NY  10007 
Area  Code  212-264-8318 

Region  3 

Regional  Personnel  Office 
Graeral  Services  Administration 
7th  A  D  Streets  SW 
Washington,  DC  20407 
Area  Code  202-963-5384 

Philadelphia  Area  Office 
wntinm  J.  Green  Jr.  Federal  Building 


600  Arch  Street,  Room  7250 
Philadelphia,  PA  19102 
Area  Code  215-597-0991 

Baltiinore  Area  Office 
Federal  Building,  Room  1  lOB 
Baltimore.  MD  21201 
Area  Code  301-962-4357 

Region  4 

Regional  Persoimel  Office 
Geiteral  Services  Administration 
1776  Peachtree  Street  NW. 

Atlanta,  GA  30309 
Area  Code  404-526-5621 

Region  5 

Regional  Personnel  Office 
General  Services  Administration 
230  South  DeaiixKn  Street 
Chicago,  IL  60604 
Area  Code  312-353-5550 

Region  6 

Regional  Personnel  Office 
General  Services  Administration 
1500  E.  Bannister  Road 
Kansas  City,  MO  64131 
Area  Code  816-926-7206 

St.  Louis  Area  Office 
9700  Page  Boulevard 
Overland,  MO  63132 
Area  Code  314-268-7273 

Region  7 

R^onal  Personnel  Office 
General  Services  Administration 
819  Taylor  Street 
Fort  Worth.  TX  76102 
Area  Code  817-334-2366 

Region  8 

Regional  Personnel  Office 
General  Services  Administration 
Denver  Federal  Center  Bldg.  41 
Denver,  CO  80225 
Area  Code  303-234-2345 

Region  9 

R^onal  Personnel  Office 
General  Services  Administration 
525  Market  Street 
San  Francisco,  CA  94105 
Area  Code  415-556-6527 

Stockton  Area  Office 
Building  414 
Rough  and  Ready  Island 
Stockton,  CA  95204 
Area  Code  209-946^256 

Region  10 

R^ional  Personnel  Office 
General  Services  Adrmnistration 
GSA  Center 
Auburn,  WA  96002 
Area  Code  206-833-5212 

GSA/OAD  23 

System  name:  Staffing  Reporting  System  GSA/OAD 
System  tocathm:  Regional  Office  Bldg.  7th  &  D  Sts.,  SW, 
Washir«ton,  DC,  20407 

Categories  of  fauttvlduids  covered  by  tlM  system:  Current  and 
former  ODS  emidoyees 

Categoefas  of  records  ka  the  tyateas:  Thb  system  of  records  con- 
tams  i^ormation  such  as  names  of  personnel,  salary,  location  of 
employees,  job  descrqitions  and  vsK»iicies.\ 

Antbasrlty  far  nMintrnsssrr  ol  the  syalcsn:  44  USC  Chapter  21 
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riM  il  aHn  wi  tkt  parpons  af  maA  ana:  The  routme  uaes  of  th^ 
recorda,  as  defined  in  S  U9C  5S2A  (A)  (7)  and  provided  for  in  5 
use  SS2A  (B)  (3).  are  described  in  the  appendbi  tdkmn^  the  QSA 
notices. 

Mkhs  and  prnctioa  lar 
-  and  dlq^oriag  of  reooith  hi  the  I 

Storats:  Paper  &  AK*  punch  cards 
KatrievabiUtjr:  By  name 

Safcfaards:  Rdeaaed  only  to  authorized  offices  with  a  need  to 
know  and  filed  in  an  automated  system  protected  by  panwofd. 

KaSmtian  and  dhpaaal:  Diapositioa  of  records  «h»n  be  in  ac¬ 
cordance  with  the  HB.  OSA  Records  Maintenance  A  Disposition 
System  (OAD  P  1820.2). 

Sykiai  annaicrfs)  and  addras:  Director  of  Data  Systenn.  OSA. 
7th  A  D  Sts.,  SW,  Washingtoo,  DC,  20407 
Nqfllteadon  proeedara:  Individual  may  obtain  information  aboid 
whether  they  are  a  part  of  this  system  of  records  from  the  Dhector 
of  DsU  Systems  at  7th  A  D  Sts.,  SW,  Washh^ton.  DC.  20407. 

Rceard  aecen  pracedaras:  Access  to  records  in  this  system  may 
be  gained  by  writing  to  the  Director  of  Data  Systems  at  7th  A  D 
Sts.,  SW,  Washington,  DC,  20407.  Fdr  identification  requirements 
refer  to  the  agency  regulations  as  oudined  in  41  CFR  lQS-d4. 

CoaAc^Mg  reeord  pracedaras:  OSA  rules  for  contesting  the  con- 
tenU  and  for  appealing  initial  deternunations  are  promnigated  in  41 
CFR  103-64,  pubUshed  in  the  Federal  Register. 

Record  soorec  caSegorias:  ODS  en^doyee  folder  and  applications 
for  employment. 

GSA/OAD24 

Sykem  name!  Investigation  and  Persormel  Secuiky  Case  Files 
GSA/OAD  . 

Sacarity  claaalfii,a(hju.  Some  of  the  material  contained  in  the 
system  has  been  classified  in  the  interesU  of  the  natinnai  security 
pursuant  to  Executive  Order  1 1632. 

SyMem  locatloa:  The  system  is  located  in  the  Office  of  Investa^ 
tions.  18th  and  F  Streets.  N.W.,  Washington.  D.C  20403. 

Categories  of  tedMdaals  eafvered  by  the  system:  Individuals 
covered  by  the  system  are  employees,  applicants  for  employment, 
former  employees  of  the  General  Services  Administration:  Comiras- 
skns.  Cornminees  and  smaQ  agencies  serviced  by  the  General  Ser¬ 
vices  Administration;  historical  researchers.  Also  inrliKtf^  arc  err»- 
ployees  of  contractors  performing  custodial  or  guard  services  in 
buildings  under  GSA  jurisdiction^  m 

Categories  of  records  in  the  sy'slem'  Investigative  files  contain  in¬ 
formation  such  as  name,  date  and  place  ot  birth,  address,  •^r\i 
security  mmber,  education,  occiqiation.  experience  and  invest^- 
tory  material.  These  records  are  used  as  a  basis  for  of 

security  clearances,  suitability  determinations  and  determinatioiu  m 
discrimination  cases. 

Authority  for  maintanaaoe  of  the  system:  Executive  Order  10430, 
April  27.  1933,  Executive  Order  11478,  August  8,  1969,  Exe^ve 
Order  11632,  March  8,  1972  and  40  USC  318(d). 

RoofMe  uses  of  rocords  nminteinsd  in  the  system,  inclading  categi^ 
rto  of  users  and  the  purpooss  of  such  uoes:  Records  are  used  by  of¬ 
ficers  and  representatives  of  other  government  ^encies  on  a  need- 
to-know  basis  in  the  perfmmance  of  their  official  duties  undfr  the 
authorities  set  forth  above  and  also  those  Routine  Uses 
in  the  appendix  foBowing  the  OSA  Notices. 

PoUdes  and  practices  lor  sSerteg.  ritihih^.  aoeem^,  rcti^^, 

'  :  of  rocords  hi  the  sytenu 
e:  Paper  records  in  card  files  and  file  folders. 

RsteievabflRy:  Indexed  a4>habetically  and  filed  numeiicaDy. 
Safeguards:  Records  are  stored  in  locked  alarmed  vauh  type 
room  and/or  three  way  combination  dial  safes  with  n<v^oos 
to  wtborized  personnel.  Information  rrieased  only  to  authorized  ot- 
ficials  on  a  need-toAnow  basis. 

RaSsmian  and  dhponal:  Disposition  of  records  is  in  accordance 
with  the  HB,  GSA  Records  Maintenance  and  Dispooition  System 
(OAD  P.1820.2).  Records  are  destroyed  either  by  burning  or  pi^v 


— ; - -w— Ks)  and  addreas:  The  official  re^ionsibfle  for  the 

system  is  the  Direclor,  Office  of  Investigations,  18th  and  F  Streets 
N.W.,  Washinglon,  D.C.  20403. 
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NaMHiteiun  prsnidmt.  Inquiries  by  individuais  m  to  whether  the 
ystem  contains  a  recoid  pertaining  to  ■hmiiH  be  ad- 

dresaed  to  the  official  cited  above  or  to  the  Ofrector  of  Infonna- 
tmn,  18th  and  F  Streets,  N.W.,  R^nliii^fon,  D.C  20403. 

accem  paecaihnes:  Requests  from  individuals  for  access  to 
recotds  should  be  addressed  to  the  Director.  Office  of  Invest^ 
bomsnd  ^ould  inchide  fuR  name  (maiden  name  where  im- 
profsnate),  address,  date  and  place  of  birth.  For  pe«nMi  visits  the 
m^vkhial  should  be  able  to  provide  some  acceptable 
Cmly  general  inquitim  may  be  by 

Cnteitehig  raooad  proemhnes!  OSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  detemuMtinn 
are  promulgated  in  41  (7R  103-64.  pubhahed  in  the  Federal  Re- 
giater. 

■"■or  rategorfca.  Individuals,  employees,  informants,  law 
osMroen^  agencies,  other  government  i^nriri.  engiloyen, 
references,  oo->rorkers,  neighbors,  educational  institutions  mmI  m. 
tdligence  sources. 

Systems  ema^ited  from  certain  provfaioM  of  the  act:  In  ac¬ 
cordance  with  3  U.S.C.  332  a(k)  this  system  of  records  are  exempt 
from  subsections  (cX3),  (d),  (eXD.  (eX4XGXHXD  and  f. 

G8A/OAD25 

noma:  Equipment  Control  Records  GSA/QAD. 

^^team  lofsrion:  This  system  of  records  is  by  die 

Dnocte  of  Management  Services,  18th  and  F  Streets.  NW. 
Washingtm,  and  by  the  regional  Management  Services  Divi- 
aiona  as  bated  m  the  appendix  following  notice  GSA/OAD  31. 

Categorim  ef  tedhddnala  covered  by  the  system:  AH  employees 
e*oae  assigiyd  functions  invotve  the  control  of  property.  Abo,  all 
employees  wdio  sign  for  the  use  of  property. 

Categorite  of  reoonh  in  the  system:  1.  OSA  Form  325,  Property 
Transfer  Authorization. 

2.  GSA  Form  1023,  Receipt  for  Property  includes  the  engiloyees 
naote.  signature,  locatioa.  etc.  The  purpose  of  this  system  is  to 
maintain  records  of  property  and  equipment  transfers  between  dif- 
lereut  accountaUe  officers,  to  maintain  accurate  property  recotds, 
^  to  assure  that  individuals  retum  property  before  their  tennhia- 
tion. 

Amhority  lor  mateawimri  of  the  system:  The  Federal  Property 
and  Admmistrative  Services  Act  of  1949,  63  Stat.  377,  as  amended. 

Romine  oacs  of  recoeda  mateteteed  hi  the  syalwn,  tedudhm  — niB 

ries  M  uaers  and  the  pmpoaes  af  mch  uasa:  The  routine  uses  oftt^ 

as  defined  in  3  U.S.C.  322a  (aXT)  and  provided  for  in  3 
U.S.C.  332a  (bX3),  are  described  in  the  appendix  fcdlowing  the  GSA 
Notices. 

FbHdcs  snd  praetkm  for  slorh«,  retrievh^, 
dhporing  ot  recorda  he  the  sytem: 

Storage:  Paper. 

Rctrievability:  Name. 

SafegnardK  Information  on  records  is  released  oidy  to  aiithrtriT^ 
officials,  med  in  controOed  buildir^ 

Retention  and  dhpoaal:  Dispositioo  cf  recorda  ehnti  be  in  ac¬ 
cordance  with  the  HB.  GSA  Records  Maintenaiice  and  Disposition 
System  (OAD  P  1820.2). 

■■■•i^a)  and  adAneaa:  The  official  respoosiUe  for  this 
system  is  the  Director,  Office  of  Management  Services,  18Ui  and  F 
Stosste,  NW,  Washington,  DC  20403.  Since  this  is  a  geographically 
di^iersed  system,  individiials  may  gain  access  to  it  by 
te^ffi^^  at  locatiaos  as  hated  in  the  appendix  following  notice 

NotMkmfcm  proositere:  The  addrem  of  the  igency  offices  to 
wli^  inquBies  should  be  addressed  and  addresses  of  locations  at 
which  the  indivkhial  may  present  a  request  as  to  whether  a  system 
contains  records  per-  tabling  to  himself  is  the  same  as  *t*a*  dwwn 
in  the  appendix  foRowing  notice  GSA/OAD  31.  Intfividual  should 
security  number,  period  of  enmloymem.  and 
poaitioa  held  to  assist  the  office  m  locating  the  record. 

B^cssd  aooam  proeethteoa:  An  uulividuri  can  obtain  information 
on  OeproceAves  for  gaining  access  to  and  contestii«  records  from 
Office  of  Management  Services,  or  RegioiMd  Dirrrtor 

l!S?c5S!]lc2Str“^“*^ 

Oonteteteg  raoord  proretenia.  GSA  ndet  for  access  to  system  <rf 
recotds,  contesting  the  contents  of  a  system  of  record  and  ^ipeal- 
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ii«  nttiid  detenninations  are  prooultated  in  41  CFR  10S<4, 
pubbtbed  in  the  Fedend  Register. 

Rceord  aonree  catrgorinT  Infonnation  is  provided  by  engiloyee 
being  issued  equipment  or  the  official  responstUe  for  its  control. 

GSA/OAD2i 

SyaUm  nmne:  Credentials  (includes  Passes  and  Licenses) 
GSA/OAD. 

System  locnticai:  This  system  of  records  is  mamtaiw^  hy  the 
Director  of  Management  Services.  18th  and  F  Streets,  NW, 
Washington,  DC  and  by  the  r^ion^  Management  Services  Divi¬ 
sions  as  Ust^  in  the  appendix  fofowing  notice  GSAJOAD  31. 

Categories  of  ImMvMiialt  covered  by  the  syetem;  AO  employees 
whose  asugned  responsibihties  require  the  issuance  of  credentials 
for  identtfication  and  security  purposes. 

Categories  of  raeords  In  the  system: 

1.  GSA  I.D.  card,  GSA  Form  206  (name,  service  and  date  of  is¬ 
suance). 

2.  Request  for  and  Record  ct  Credential  or  I^iss,  GSA  Form  48 
(name,  description  of  individual  and  {dace  of  employmeat). 

3.  Civil  Defense  ID.  Card  Data,  GSA  Form  131S  (name,  ad¬ 
dress,  personal  characteristics). 

4.  U.S.  Government  Motor  Vdiicle  Operators  ID.  Card  (name, 
sex,  DOB,  hair  c<4or.  eye  color,  height,  weight,  SSN,  birtlplace). 

5.  Night,  Weekend  and  Holiday  Pass.  GSA  Form  IS  (various 
personal  characteristics). 

6.  Civil  Defense  I.D.  Card,  SF  138  (name,  service  and  ID 
number  from  SF  138). 

7.  Pixpeity  Pass,  OF  7  (name,  building,  description  of  property, 
agency  and  effective  date). 

The  purpose  of  this  system  is  to  facilitate  the  issuance  and  con¬ 
trol  of  cards,  parking  permits,  building  and  dining  room  passes, 
drivers  licenses,  and  similar  credentials. 

Authority  for  nuintcnancc  of  the  system:  The  Federal  Property 
and  Administrative  Services  Act  of  1949,  63  Stat  377,  as  amended. 

Routine  uses  of  records  mafaitaiunl  fas  the  system,  including  catego¬ 
ries  of  users  rod  the  purposes  of  snch  uses:  Tte  routine  uses  of  these 
records,  as  defined  in  S  U.S.C.  S22a  (aXT)  and  provided  fw  in  5 
U.S.C.  S22a  (bK3),  are  described  in  the  appendix  fcdlowing  the  GSA 
Notices. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  dhpoalag  of  records  in  the  sytem: 

Storage:  Paper  forms. 

Retrievablllty:  Name. 

Safeguards:  Information  on  records  is  released  only  to  authorized 
officials.  When  not  in  use,  infonnation  is  kept  in  locked  files  in 
con-  trolled  building. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  numagerfs)  and  address:  The  official  reswnsiMe  for  this 
system  is  the  Director,  Office  of  Management  Services.  18th  and  F 
Streets,  NW,  Washington,  DC  2040S.  Since  tins  is  a  geographically 
dispersed  system,  individuals  may  gain  access  to  it  by  contacting 
the  officials  at  locations  as  listed  in  the  appendix  following  notice 
GSA/O  AD-32. 

NotMcadon  procedure:  The  address  of  the  agency  offices  to 
which  inquiries  should  be  addressed  and  addresses  ot  locations  at 
which  the  individual  may  present  a  request  as  to  whether  a  system 
contahu  records  pertaining  to  liiinself  is  the  same  as  that  shown  in 
the  iqtpendix  following  notice  GSA/OAD  31.  Individual  should  pro¬ 
vide  name,  social  security  number,  period  ot  emidoyment,  and 
positioo  held  to  assist  the  <kfice  in  kx»ting  the  record. 

Reoard  aoeem  procedures:  An  indrvidual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  records  from 
the  Director,  Office  of  Management  Services,  or  Regiof^  Director, 
Management  Services  Division,  as  shown  in  the  appendix  following 
notice  GSA/OAD  31. 


Croaeding  reoard  procedurre-  GSA  rules  for  access  to  system  of 
records,  cnnt*»gtii^  the  contents  of  a  system  at  record  and  appeal¬ 
ing  ini^  determinations  are  promulgated  in  41  CFR  105-64, 
pubhshed  in  the  Federal  Register. 

Reoard  oooroe  categories:  Information  is  provided  by  employee 
being  issued  credential,  and  issun^  official. 

GSA/OAD  27 

^slcm  name:  Physical  Fitness  Inquiry  for  htotor  Vehicle  Operators 
(SF  47)  GSA/OAD. 

Syslan  loontion:  This  system  of  records  is  maintained  by  the 
Director  of  Management  Services,  18th  and  F  Streets,  NW, 
Washingtm.  DC  and  by  the  regkmd  Management  Services  Divi¬ 
sions  as  list^  in  the  appendix  following  notice  GSA/OAD  31. 

Categorim  of  indivkluab  covered  by  the  system:  All  employees 
whose  assigned  functions  require  the  issuance  of  a  motor  vehicle 
operators  license. 

Cntegoricr  of  records  in  the  system:  Name,  address,  medical 
questions,  date  of  birth,  driving  records,  personnel  records  and 
physical  limkations.  The  purpose  of  this  system  is  to  assess  the 
abibty  of  an  enqdoyee  to  safely  operate  a  government  motor  vehi¬ 
cle  aiKl  to  determine  the  issuance  of  a  government  drivers  permit 
(SF  46). 

Authority  for  mahilrnaiicf  of  the  system:  40  U.S.C.  491. 

Rouliro  uses  of  records  mstntahird  in  the  system,  catego- 

rfes  of  users  and  the  purpoam  of  such  uses:  The  routine  uses  of  th^ 
records,  as  defined  in  S  U.S.C.  S22a  (a)  (7)  and  provided  for  in  S 
U.S.C.  S52a  (b)  (3),  are  described  in  the  append  following  the 
GSA  Notices. 

PoUcies  and  practfees  for  storhig,  ritrW  ifag.  acceasing,  retaining, 
and  dhpoaing  of  records  In  die  sytem: 

Storage:  Piqper. 

RetrievabiUty:  Name. 

Safeguards:  Information  released  only  to  authorized  officials. 

Retention  and  dioposal:  Disposhioa  of  records  shall  be  in  ac¬ 
cordance  with  the  IS,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  monagerfs)  and  addrrm:  The  <^icial  responsible  for  this 
system  is  the  Du^tor,  Office  of  Management  Services,  18th  and  F 
Streets,  NW,  Washington,  DC  2040S.  Since  this  is  a  geographically 
dispersed  syMem,  individuals  may  gain  access  to  it  by  contacting 
the  officials  at  locations  as  listed  in  the  appendix  following  notice 
GSA/OAD-31. 

Notificatiun  procedure:  Employees  may  obtain  information  as  to 
whether  they  are  included  in  this  system  from  the  applicaUe 
Director,  or  Regional  Director  at  address  shown  in  the  iqtpendix 
following  notice  GSA/OAD  31. 

Record  aooem  prooedines:  An  individual  can  obtain  information 
on  the  procedures  fw  gaining  access  to  and  contesting  records  from 
the  Dirrotor,  Office  of  Management  Services,  or  Regional  Director, 
Management  Services  Division,  as  shown  in  the  appendix  following 
notice  GSA/OAD  31. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  ot  a  system  of  record  and  appeal¬ 
ing  initial  detenninations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  R^pster. 

Reoard  source  rategofjes:  Individual. 

GSA/OAD  28 

System  nanw:  Roster  of  GSA  Officials  (GSA  Form  2177)  GSA/OAD 
31. 

System  location:  This  system  ot  records  is  maintained  by  the 
Director  of  Management  Services,  18th  and  F  Streets,  NW. 
Washington,  DC  and  by  the  regional  Management  Services  Divi¬ 
sions  as  listed  in  the  appendix  following  notice  GSA/OAD  31. 

Categories  of  MKridnals  covered  by  the  system:  GSA-Officials  at 
Division  Director  level  and  above. 

Categories  of  records  hi  the  system:  Name,  organizational  title, 
home  address,  home  idione,  office  phone.  The  purpose  of  this 
systm  is  to  provide  current  directory  in-  formation  on  key  GSA 
Regional  offi^  officials  to  the  Cen^  Office  contact  point  for 
weekends,  holidays,  and  emergencies  and  to  provide  a  system  for 
maintaining  continuing  liaison  be-  tween  Centi^  Office  arid  the  Re¬ 
gional  offices. 

Authority  for  arnhsImaBoe  of  the  system:  The  Federal  Property 
and  Adnmnistrative  Services  Act  of  1949,  63  Stat.  377,  as  amended. 
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Rovttec  MO  cf  raoardi  aialMliriaBd  in  tbe  ■yUnw,  Inclndhc  cataao- 
rles  of  wen  flad  the  pnrpoMs  d  mch  wee:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C  522a  (aX7)  and  provided  for  in  S 
U.S.C.  522a(bX3),  are  described  in  the  appendix  following  the  GSA 
Notices. 

FoUcles  and  practices  lor  atartag,  retries faig,  awaeiin.  rrteining, 
aad  diepoaiag  of  records  in  the  i|ti‘ 

Storage:  Paper. 

RetrievabOity:  Name. 

Safeg^nrds:  Rdeased  to  authorized  officiab  only.  F3ed  in  con¬ 
trolled  building. 

Roteatioa  and  dtsposal:  Disposition  oi  records  shaO  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  Bianagcr(s)  and  address:  The  dfidal  responsiUe  for  this 
system  is  the  Assistant  Administrator  for  Administration,  18th  and 
F  Streets,  NW,  Washington,  DC.  Since  this  is  a  geografducally 
dispersed  system,  individuals  may  gain  access  to  it  by  contabting 
the  officials  at  locations  as  listed  in  the  appendix  fcdlowing  notice 
GSA/OAD-31. 

Notneadoa  procedure:  Employees  may  obtain  information  as  to 
whether  they  are  part  of  this  system  of  records  from  the  Assistant 
Administrator  for  Administration  or  the  Regional  Administrators,  at 
the  addresses  listed  in  the  appendix  following  notice  GSA/OAD  31. 

Record  accem  precednres:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  recocxls  from 
the  Director.  Office  of  Management  Services,  or  R^ional  Director, 
Management  Services  Division,  as  shown  in  the  appendix  following 
notice  GSA/OAD  31. 

Cootcstfaig  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  supplied  by  individual. 

GSA/OAD  29 

System  name:  Essential  Residence  Telephone  Service  GSA/OAD. 

System  locatlw:  This  system  of  records  is  maintained  by  the 
Director  of  Management  Services,  18th  and  F  Streets,  NW, 
Washington,  DC  and  by  the  region^  Management  Services  Divi¬ 
sions  as  list^  in  the  appendix  following  notice  GSA/OAD  31. 

Categories  of  hadhrlduals  covered  by  the  system:  GSA  employees 
whose  assigned  functions  and  responsibilities  dictate  that  t^phone 
service  during  an  emergency  is  essential. 

Categories  of  records  in  the  system:  Contains  the  name,  home 
phone,  and  the  address  of  the  individuaL  The  purpose  of  this 
system  is  to  provide  essential  telephone  service  to  key  employees 
during  emergencies. 

Authority  lor  mafartcnancc  of  the  system:  The  Federal  Property 
and  Administrative  Services  Act  of  1949,  63  Stat.  377,  as  amended. 

Routine  uses  of  records  maintained  fas  the  system,  inchM&ig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  th^ 
records,  as  defmed  in  5  U.S.C.  S22a  (a)  (7)  and  imvided  fw  in  S 
U.S.C.  552a  (b)  (3),  are  described  in  Ae  append  following  the 
GSA  Notices. 

PoUdea  and  practices  lor  storing,  retrieving,  accessing,  retidning, 
aad  disposing  of  records  in  the  ayteas: 

Storage:  Paper. 

Retiievabllity:  Indexed  by  name. 

Safeguards:  Maintained  in  locked  ffle  cabinet 

Retention  aad  dlapnssl:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  die  HB,  GSA  Records  Maintenance  and  Kspoeitioa 
System  (OAD  P  1820.2). 

System  amnagerfs)  aad  address:  The  official  reqxmsible  for  this 
system  is  the  Director,  Office  of  Idanagement  Services,  18th  and  F 
Streets,  NW,  Washington,  DC  20405.  Since  this  is  a  geographically 
dispersed  system,  individuals  may  gain  access  to  it  by  contacting 
the  <rfficials  at  locations  as  listed  in  the  appendix  following  notice 
OSA/OAl>^31. 

Nufhation  prucednrs;  Employees  may  obtain  information  as  to 
whether  they  are  included  in  this  system  from  the  applicable 
Director,  or  Regional  Director  at  addremes  as  Mated  in  the  appendix 
following  notice  GSA/OAD  31. 


Record  accem  pracedurmi  An  individual  can  obtain  infonnatkm 
on  the  procedures  for  gaming  access  to  and  contesting  records  from 
the  Director,  Office  of  Management  Services,  or  Regiotml  Dfrsetor, 
Management  Services  Division,  as  shown  in  the  appendix  ftdlowing 
notice  GSA/OAD  31. 

Conlesthig  rscord  procedures:  GSA  rules  for  access  to  system  of 
records,  coidesting  contents  of  a  system  of  record  and  appeal¬ 
ing  initial  deterndnatiaos  are  pronmlgated  in  41  CTFR  l(M-64, 
pufaiisbed  in  the  Federal  Register. 

Record  ammee  ralsgotiss;  Information  provided  by  individual. 

GSA/OAD  30 

System  name:  Manpower  Management  GSA/OAD  32. 

System  location:  This  system  of  records  is  maintained  by  the 
Director  of  Management  Services,-  18di  and  F  Streets,  NW, 
Washington,  DC  and  by  the  regional  Management  Services  Divi¬ 
sions  as  listed  in  the  appendix  following  notice  GSA/OAD  31. 

Categorica  of  fauMviduals  covered  by  the  systenn  GSA  and  former 
GSA  employees. 

Categories  of  records  in  the  system:  GSA  1 174  Sdiedule  includes  a  • 
record  of  annual  leave,  official  travel  and  training.  The  purpose  of 
this  system  is  to  aid  in  woric  scheduling  and  manpower  require¬ 
ments  and  enable  management  to  onaintain  a  sufficient  work  force. 

Authority  lor  nmiutfnanrr  of  the  system:  5  USC  6301,  5701.  4101. 

Routine  uaes  of  records  maiutainrd  in  the  system,  fasdudhig  catego¬ 
ries  of  users  snd  the  purposes  of  such  uses:  Tte  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  522a  (a)(7)  and  provided  for  in  5 
UJS.C.  S52a  (bX3),  are  described  in  the  appendix  foBowing  the  GSA 
Notices. 

FoBdes  and  practices  for  storing,  ntih  ihig.  acocsshig,  retatasing, 
aad  dhgioaing  of  records  la  the  qptem: 

Storage:  Paper. 

Rctrievability:  Name,  Position  Title. 

Ssjegiiards:  Information  rdeased  oidy  to  authorized  officials. 
Filed  in  controlled  building. 

Retention  and  dispoaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  mnnagfr(s)  and  address:  The  (rffictals  responsiUe  for  the 
system  of  records  are  the  Director,  Personnel  Maiuigement  Divi¬ 
sion,  18th  and  F  Streets,  NW.  Washington,  DC  20405.  Since  this  is 
a  geogreplucally  dispersed  system,  individuals  may  gain  access  to  it 
by  contacting  tfte  officials  at  locations  as  listed  in  the  appendix  fol¬ 
lowing  notice  GSA/OAD-31. 

Notification  procedure:  CXirrent  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  reemds  from 
their  supovisors.  Former  employees  may  obtain  information  from 
the  Director,  Personnel  Management  Division,  at  the  iqipropriate 
address  listed  in  the  appendix  following  notice  GSA/OAD  31. 

Record  access  procedures:  Requests  to  access  and/or  contest 
records  from  current  employees  should  be  directed  to  the  em¬ 
ployees’  supervisor  at  the  appropriate  address  listed  in  the  appen¬ 
dix  f<A>wing  notice  GSA/OAD  31.  Former  employees  should  direct 
requests  to  access  and/or  contest  records  to  the  Director  Personnel 
Management  Division  at  the  addresses  listed  in  the  appendix  fol- 
loudng  notice  GSA/OAD  31. 

Conicathig  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record  and  appeal¬ 
ing  initiij  determiiuitions  are  promulgate  41  (DFR  105-64,  published 
in  the  Federal  Register. 

Record  source  categories:  The  individuals  themselves,  other  em¬ 
ployees,  and  supervisors. 

GSA/OAD  31 

System  name:  Congressional  Support  Ckmlrol  Sheet  (GSA  Form 
2690)  GSA/OAD  31. 

System  location:  This  system- records  is  maintained  by  the 
Director  of  Management  Services,  18th  and  F  Streets,  NW, 
Washington.  UC  and  by  the  r^iofml  Management  Services  Divi¬ 
sions  as  list^  in  the  appendix  ftrflowing  notice  GSA/OAD  31. 

Categories  of  imihiirtiiBli  covered  by  the  system:  Members  of  Con¬ 
gress. 

Categortes  of  records  Ms  the  system:  Name,  location  and  phone 
number  of  regional  congressional  offices  and  the  cost  of  aB  ex¬ 
pensed  and  capitalized  Hems  bought  for  a  Congressman.  The  pur- 
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pose  of  this  system  is  to  ke^  an  accurate  balance  of  funds  in  a 
congressional  account  and  to  show  the  actual  cost  of  each  hern 
purchased. 

Anlhority  for  matntenance  of  the  qwtcm:  The  Federal  Property 
and  Administrative  Services  Act  at  1949,  63  Stat.  377,  as  amended. 

Roothic  uses  of  records  mafaitainrd  in  the  qralcsn,  including  catego¬ 
ries  of  users  and  the  parpoocs  of  such  uses:  Tte  routine  uses  of  th^ 
records,  as  defined  in  5  U.S.C  S22a  (aXT)  and  provided  for  in  S 
U.S.C.  SS2a  (bX3),  are  described  in  the  ai^>endix  fcdlowing  the  OSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  arrnadng,  retaining, 
and  disposing  of  records  hi  the  sytcsn: 

Storage:  Paper. 

Retrievability:  Name,  address. 

Safeguards:  Information  on  records  is  released  only  to  authorized 
officials.  When  not  in  use,  information  is  kept  in  locked  files  in 
con-  trolled  building- 

Rctcntian  and  dispoaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  die  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

'  System  managerfs)  and  addrem:  The  Regional  Administrator  at 
the  addresses  listed  in  the  following  notice  GSAyOAD  31. 

Notificatioa  procedure:  The  address  of  the  agency  offices  to 
which  inquiries  should  be  addressed  and  addresses  of  locations  at 
which  the  individual  may  present  a  request  as  to  whether  a  system 
contains  records  per-  taining  to  himself  is  the  same  as  that  shown 
in  the  following  notice  GSA/OAD  32.  Individual  should  fxovide 
name  and  social  security  number  to  assist  the  office  in  locating  the 
record. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contsting  records  from 
the  applicable  Regional  Administrator  at  the  addresses  shown  in  the 
appendix  following  notice  GSA/OAD  31. 

Contcstiiig  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  erf  record  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  lOS-64, 
ptmlisbed  in  the  Federal  Register. 

Record  source  categories:  Information  is  acquired  through 
purchase  orders  and  transfer  documents. 

Af^ndix  GSA/OAD  address  of  locations 

Central  Office  -  Office  of  Administrative  Services 
18th  &  F  Ste..  NW 
Washington,  DC  20405 

Region  1  -  Director  of  Administrative  Services 
Post  Office  Square 
Boston,  Massachusetts  0210$ 

Region  2  -  Director  of  Administrative  Services 

'  26  Federal  Plaza 
New  York,  New  Yoiic  10007 

Region  3  -  Director  of  Administrative  Services 
7th  &  D  Sts.,  SW 
Washington,  DC  20407 

Region  4  -  Director  of  Administrative  Services 
1776  Peachtree  Street  NW 

Atlanta,  Georgia  30309  ^ 

Region  S  -  Director  of  Administrative  Services 
219  South  Dearborn  Street 
Chicago,  niincMS  60604  - 

Region  6  -  Director  of  Administrative  Services 
ISOO  E.  Bannister  Road 
Kansas  City,  Missouri  64131 

Region  7  •  Directs  of  Administrative  Services 
819  Taylor  Street 
Fort  Worth,  Texas  76102 

Region  8  -  Director  of  Administrative  Services 
Building  41  -  Denver  Federal  Center 
Denver,  Colorado  80225 


Region  9  -  Director  <rf  Administrative  Services 
49-4th  Street 

San  Francisco,  California  94103 

Region  10  -  Director  of  Administrative  Services 
GSA  Center 

Auburn,  Washington  98002 

GSA/OAD  32 

System  name:  Disbursement  and  accounts  payable  files  GSA/OAD. 

System  locatian:  The  system  u  located  in  the  General  Services 
Administration  Central  Grffice  service  and  staff  offices  and  other 
GSA  offices  at  the  addresses  listed  in  the  appendix  following  notice 
GSA/OAD  36. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  employees. 

Categories  of  records  in  the  system:  The  system  provides  for  re¬ 
porting  each  account’s  status.  Accord-  in^y  records  may  include 
but  are  not  limited  to  name,  address,  telephone  number,  vendor 
identification  number,  and  social  security  number. 

Authority  for  maintenance  of  the  system:  31  USC  65  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  the  extent  necessary 
the  records  are  available  outside  GSA  to  monitor  and  document  ad¬ 
verse  action  proceedmgs,  advise  on  credit  inquiries,  and  also  those 
Routine  Uses  contained  in  the  appendix  foOowing  the  GSA 
Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders  and  card  files. 

Retrievability:  Filed  alphabetically  by  name  or  identifying 
number. 

Safeguards:  Stored  in  guarded  buildings  in  areas  controlled  by 
authcmzed  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  Assistant  Administrator  for  Ad¬ 
ministration,  General  Services  Administration,  18th  &  F  Streets, 
NW,  Washington,  DC  20405. 

Notification  procedure:  Individuals  may  obtain  information  about 
whether  they  are  part  of  this  system  <rf  records  from  the  finance 
office  at  the  appropriate  address  listed  in  the  appendix  following 
notice  GSA/OAD  36  or  the  Director  of  Finance  at  the  General  Ser¬ 
vices  Administration,  18th  &  F  Streets,  NW,  Washington,  DC 
20405,  whichever  is  applicaUe. 

Record  access  procedures:  Reqiiest  to  access  records  should  be 
directed  to  the  finance  officer  at  the  appropriate  address  listed  in 
the  appendix  following  notice  GSA/OAD  36.  Inquiries  should  pro¬ 
vide  full  name,  social  security  number,  vendor  number,  address, 
and  telephone  number  and  appropriate  dates  and  transactions  giving 
rise  to  the  record.  For  idmtification  requirements,  refer  to  the 
agency  regulations  as  outlined  in  41  CFR  105-64. 

Contesting  record  procedures:  GSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  the  initial 
determinations  are  promulgated  in  41  CFR  105-64  published  in  the 
Federal  Register. 

Record  source  categories:  The  individuals  themselves,  employees, 
other  ageitcies,  management  officials  and  non-Federal  sources  such 
as  {Mivate  firms. 

.  GSA/OAD  33 

System  name:  Accounts  receivable  claims  files  GSA/OAD. 

System  location:  The  system  is  located  in  the  General  Services 
Administration  Central  CMice  service  and  staff  offices  and  other 
GSA  crffices  at  the  addresses  listed  in  the  appendix  following  notice 
GSA/OAD  36. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  employees. 

Csdegories  of  records  in  the  system:  The  system  provides  for  re¬ 
porting  each  account’s  status.  Accord-  ing^y  recoids  may  include 
but  are  not  limited  to  name,  address,  telqrfione  number,  vendor 
identification  number,  and  social  security  number. 

Authority  for  maintenance  of  the  system:  31  USC  65  et  seq. 
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RmrtlM  Ma  fli  racwfdi  MhilifeHi  ta  tiH  qnMM,  nicgo. 

rlM  ol  Mm  aad  the  pMpam  of  Mch  mm:  To  die  exteat  necessary 
the  recQids  are  available  outside  GSA  to  mnaitny  and  Avum*^*  ad¬ 
verse  action  proceedings,  advise  on  credit  inquiries,  and  abo  tKnoe 
Routine  Uses  contained  in  dw  appendix  foBowiiM  the  GSA 
Notices. 

rstilavhig. 


aad  idignslt  of  rsceids  b  the  sytsau 

Sisrags!  Paper  records  in  file  folders  and  card  Oes  mi  magn*^ 
tape  foes. 

RstikvaMllty:  Rled  alphabetically  by  name  or  idendfyiM 
number. 


Stored  in  guarded  buildings  in  areas  oootroDed  by 
authorized  personneL 


aad  dbposal:  Di^iositioa  of  records  shaO  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and 
System  (OAD  P  1820.2). 

Sjrmm  Bsaaagmfs)  and  adthess:  Assistant  Administrator  for  Ad- 
miiiistratioa.  General  Services  Administration,  18th  St  P  StieeU 
NW,  Washington,  DC  20405. 

NodBcadoa  proeedare:  Individuals  may  obtain  mformation  about 
whether  they  are  part  of  this  system  of  records  from  the 
office  at  the  appropriate  address  listed  in  the  igspen^  foOowiim 
notice  GSA/OAD  36  or  the  Director  Finance  at  the  General  si^ 
vices  Administration,  18th  A  F  Streeto,  NW,  Waalm^ton,  DC 
20403,  whichever  is  applicable. 

Record  aecsas  prorsdaita.  Request  to  access  records  «hould  be 
directed  to  the  finance  officer  at  die  ^ipit^ariate  address  listed  in 
tte  appendix  fcdlowing  notice  GSA/OAD  36.  Inquiries  should  pro¬ 
vide  full  name,  social  security  number,  vendor  number,  address, 
and  telephone  number  and  appropriate  dides  and  transactions  giving 
rise  to  the  record.  For  identification  requirements,  refer  to  agency 
r^nlations  as  outlined  in  41  CFR  105^. 

Centestiag  record  prooodnres:  GSA/OAD  rules  for  access  to 
records  and  fmr  contesting  the  contents  and  appealing  the 
deteiminations  are  promul^ted  in  41  CFR  105-64  pushed  in  the 
Federal  Register. 

Reeovd  aouret  rsbgovks.  The  individuals  themselves,  employees, 
other  agencies,  managemem  officials  and  non-Federal  sources 
as  private  firms. 

GSA/OAD  34 

Symcra  nam:  Travel  System  GSA/OAD 

Syslm  locatian:  This  system  is  located  in  the  General  Services 
Administration  (GSA)  Central  Office  service  and  staff  and 

other  GSA  offices  at  the  addresses  listed  in  the  apnendix  foQowina 
notice  GSA/OAD  36.  ^ 

CaSsgorics  of  IndlrlilBals  covered  by  the  system:  liulividuals  in¬ 
clude  employees  and  fmmer  employees  of  GSA  and  other  indepen¬ 
dent  offices  and  commissions,  su^  as  Presideatial 
serviced  by  OSA  including  those  persons  other  than  full  tim^  eml 
idoyees  authorized  to  travel  on  Government  business. 

Categories  of  rcconh  hi  the  system:  This  system  provides  control 
over  expenditure  of  funds  for  travel  and  related  expenses.  There¬ 
fore,  provisiont  are  made  to  authorize  travel,  provide  aiwi 
for  advances,  and  to  pay  for  travel  costs.  In  this  cormectioo.  the 
system  contains  records  which  may  include,  but  are  not  to, 

name,  social  security  number,  residence  additess.  deperalents 
and  ages,  duty  stations  and  itinerary. 

Amharhy  lor  aHtatsoMMe  of  the  system:  3  USC  5701  -  5709 
RomhM  asas  of  records  malatalaod  hi  the  system,  ratiigii 

rios  of  nacre  aad  the  pnrpssee  of  each  naes:  The  Routine 'Ijaes  of 
these  Records,  as  defined  in  5  U.S.C.  552a  and  provided  for  in  5 
U.S.C.  352a  (bX3),  are  described  in  the  appendix  following  the  GSA 
Notices. 


1  si  records  he  the  lytim- 

_  Paper  records  in  file  folders  and  card  files  and 
tape  files. 

RetrhialdUtji:  Fied  alphabetically 

Sadegaards;  Stored  in  guarded  buildings  in  areas  controlled  by 
audmrized  persormeL 

RstaaSlM  aad  dlmaaal:  Disposhioo  of  records  «i««n  be  in  ac¬ 
cordance  with  the  HB.  GSA  Records  Maintenance  and 
System  (OAD  P  1820.2). 
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SykMs  ^maagerCs)  md  addNaa:  Assastant  Admanstrator  for  Ad- 
^Mbtati^  Genery  Services  Administration.  18th  St  P  Streets. 
NW,  Washit«toa.  DC  20405. 

Qarent  employees  may  obtain  infonna- 
«Potd  whether  they  are  part  of  this  system  of  reeoeds  fiom 
thev  supervise  or  finance  office  at  the  approprmte  address  Kstsd 
in  the  appeochx  or  from  the  Director  ot  Ftamtce  at  the  Oeoeral  Ser- 
Adnamsumioo,  18th  St  F  StreeU.  NW,  Washii«ton.  DC 
W4M,  whichever  is  applicable.  Former  employees  may  obtam  in- 

accem  prorrihaia.  Request  to  access  records  from  current 
Mo^oyees  should  be  directed  to  the  employees'  supervisor,  the  ap¬ 
propriate  regunal  finance  offices,  or  to  the  Directea-  of  Fmance  at 
*******“  ®  ****  appendix  follow^  notice  GSA/OAD  36. 

rotmCT  enoployees  should  direct  requeats  to  access  records  to  the 
^ppropimte  regional  finance  officer  or  to  the  Director  of  Finance  at 
TO  address  hated  in  the  appendix  following  notice  GSA/OAD  36. 
For  ^mtten  reipiest,  former  employees  should  provide  fuB  name, 
social  security  number,  address,  and  tdlq^dione  number  and  approx- 
imate  and  places  of  employment.  For  identification  require¬ 
ments.  refer  to  the  agency  regidatioas  as  outlined  in  41  CFR  105-64. 

ColignShm  record  procerhaes:  GSA/OAD  rules  for  access  to 
records  and  for  contestmg  the  contents  and  appealii^  mitini  deter- 
o^tioas  are  promulgated  in  41  CTR  105-64  published  in  the 
Federal  Register. 

Record  semes  catagariee:  The  individuals  themselves,  other  em¬ 
ployes,  supervisors,  other  agencies,  management  officials 
noo-Federal  lources  sudi  as  private  firms. 

^  GSA/OAD  35 

Syrttm  aame:  Maiqxywer  and  PayroD  Statistics  System  (MAPS) 

SyslTO  loretiont  The  system  is  located  in  the  General  Services 
Admimstratioo  Ontral  (Xfice  service  and  staff  offices  and 

OsiuoS^yi*  “  ***  appendix  following  notice 

CaicgorlM  of  taiiriitals  covered  by  the  syatme  Individuals  in- 
dudeemployere  and  former  employ^  of  the  General  Services 
Aefaninistratiao  including  those  persons  in  intern,  youth  emnlovmettt 
and  work  study  programs. 

f^^stegorlos  of  records  bi  the  qrmsas:  The  Maiqxrwer  and  Payroll 
Statute  System  (MAPS)  is  a  comprehensive  connputerized  payroll 
service  and  personnd  statistics  informatioo  system  wkh  die  Aiai 
purposes  ot  paying  employees  salaries,  and  providing  for  related 
a^xmti^  and  statistical  reporting.  Thus,  MAPS  achieves  multiple 
benefits  from  ^h  data  element  krtroduced  into  the  system  which 
ri  patently  design^  to  meet  payroll  and  personnd  statistics  needs 
of  an  types  and  sizes  of  government  dep^-  ments.  agencies,  bu- 
TOus  and  commissions.  To  accom|dish  the  above.  MAPS  can  and 
does  provide  a  number  of  outputs  to  the  payroB  office  such  as  a 
comprehensive  payroB,  detad  accounting  disMbutioo  of  costs,  an¬ 
nual  -  LWOP  -  sick  leave  data  reports  summary,  an  employee’s 
statement  <rf  eanungs  deductions  and  leave  every  payday  for  each 
***y^y**»  *tate  and  city  unemploymeirt  compensation  report,  quar¬ 
terly  Federal  and  state  tax  reporto.  Form  941-FICA  and 
w^  W-2  w^  and  tax  stdements  and  produces  reports  of 
withholdings  and  contributions. 

For  the  personnd  attkx,  MAPS  produces  c^wrU  such  as  an  or¬ 
ganization  roster,^  classtficatioo  survey  lists,  retention  roister 
retnement  eligibility  list,  mandatory  retnement  lists  reoort  of 
Fed^  civilian  ern^iloyinem.  period  dunge  SS  S 

service  and  awarte  hsU,  and  lu^  of  within  grade  increasei/ 

Records  coosist  ol  information  accumulated  by  operatiiu  offi- 
aab  M  weB  as  persoond  and  finance  offkaab  in  adn^Aerina 
payroB  and  persoimd  matters  for  or  about  employees.  In  addition 
^  system  contains  data  necessary  to  perform  detd 
dutributiottt  and  to  automaticaOy  provide  for  sudi  tasks  umr^M 
checks  and  bonds,  and  pr^uring  and  mai^  tax  returns  andr? 
porte  Accordingiy  the  system  contains  a  large  number  of  records 
winch  may  include,  but  are  not  limited  to,  name,  social  security 
number,  date  of  birth,  sex,  region  and  agency,  veterans  preference 
tenure  group,  service  congaitation  dale,  phya^  Mcncy 

tranddied  to  (former  employee),  poskioa  tWe.  posrtim 
number,  supervisory  code,  organizatioo  g<ing»»pi^-  loon, 

tro  -  state  or  contineat.  geographic  location  -  city,  g«v»g«wfc|i,-  loca¬ 
tion  -  county  or  country,  type  of  appomtmsnt,  ~^T't*iiTti  code 
W  piM,  gra^,  step,  ammd  salary-table,  hourlysdn^aecond 
shift  differential-rate,  third  shift  differential-  rate,  post  diflcrenild. 
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'  quarters  allowance,  coat  of  living  aDowance,  hazardous  duty  al¬ 
lowance,  within-grade  beginning  date,  days  worked  since  last  step 
increase,  date  of  next  wi^in-grade  eUgibi^,  widiin-grade  withheld 
date,  fuD-time/part-time  intennitlent  code,  pay  rate  determinate, 
enq>loyment-liniits  expiration  date,  emt^yment-limits  total  hours, 
employment-liniits  behmce  of  hours,  enqploymeot-linuts  total  salary, 
employment-limits  balance  of  salary.  Government  life  insurance 
code,  type  of  retirement  status  code,  normal  hours,  accounting-dis- 
tiibution  fund  code  (designates  qiecific  am>ropriation  or  revolving 
fund  to  be  chaiged),  accounting-distribution  allotment  or  general 
ledger  account,  accounting-distribution  location  facffity,  accounting- 
distribution  crsft  code,  accounting-distribution  object  <dass,  wage 
board  shift  differentials,  sick  leave  award,  in-out  of  D.C.,  retire¬ 
ment  annuity,  date  oi  last  pay  period,  state  tax  code,  state  tax  ex¬ 
emptions,  Federal  tax  exemptions.  Federal  tax  marital 
status/options  or  additonal  withholdings.  Federal  employee  health 
benefits  plan  number.  Federal  employee  health  ben^ts  employee 
share  of  costs,  balance  of  termiiud  leave  rq;>ayment,  per  pay  period 
terminal  leave  repayment,  balance  of  Internal  Revenue  levy,  per 
pay  period  Internal  Revenue  levy,  union  codes  and  dues,  charity 
co^s  and  amounts,  other  deduction  code  and  amount,  residence 
code,  shift  code,  severence  pay-total  entitle  and  unpaid  balance, 
check  mail  code,  premium  pay  percent  code,  savings  aHotments- 
deduction  amounts,  constant  for  deducting  repilar  Government  life 
insurance,  wage  board  schedule  number,  days  worked  calendar 
year-to-date,  review  date-detail,  review  date-temporary  promotion, 
review  date-temporary  position,  position  occupation,  promotioo  ex¬ 
ception,  U.S.  citizenship.  Federal  employees  health  benefits 
Government  share  of  costs,  competitive  service  level,  permanent 
from  date,  entered  on  duty  ^te,  date  entered  present  grwle,  proba¬ 
tionary  period  beginiung  date,  educational  level,  degrM-year, 
academic  discipline,  city  tax  code,  city  tax  deduction,  city  tax 
deduction  (calendar  year-to-date),  m^tary  retired  pay  grade,  milita¬ 
ry  service  retired  from,  military  r^irement  date,  calendar  year-to- 
date  (cytd)  base  salary,  cytd  night  differential,  cytd  overtime  pay, 
cytd  holiday  pay,  cytd  Sunday  premium  pay,  cytd  post  differential, 
cytd  quarters  allowance,  cytd  cost  of  living,  cytd  awards,  cytd  edu¬ 
cation  allowance,  cytd  terminal  leave,  cytd  other  earnings,  cytd 
gross  pay,  cytd  retirement,  cytd  Fedoal  tax,  cytd  savings  bond, 
cytd  HCA  deduction,  cytd  FIGA  gross,  cytd  Internal  Revenue 
levy,  cytd  leave  repayment,  cytd  union  dues,  cytd  charity  deduc¬ 
tions,  cytd  savings  aUotments,  cytd  healtii  insurance-  employee 
share  a^  Government'  shard,  cytd  state  taxes,  cytd  Government 
life  insurance  employee  deduction  and  Government  deduction,  cytd 
other  deductions,  cytd  net  pay,  cytd  severance  pay,  leave  category, 
armual  leave  (AL)  ceiling,  AJL  carry-over,  AL  crated,  AL  us^ 
year-to-date  (ytd),  AL  credit  balance,  AL  earned  ytd,  AL  earned 
balance,  sick  leave  (SL)  carry-over,  SL  credited  ytd,  SL  used  ytd, 
SL  balance,  compensatory  leave  (CL)  earned  ytd,  CL  used  ytd,  CL 
balance,  leave  without  pay  (LWOP)  used  ytd,  LWOP  used  since 
date  shown  for  last  step  increase,  LWOP  cmry-over,  absent 
without  authorized  leave  (AWOL)  us^  ytd,  AWOL  used  since  last 
step  increase,  milhary  leave  (ML)  ytd,  court  leave  ytd,  other  leave 
ytd,  net  terminal  leave  hours,  ML  used  prior  year,  bond  denomina¬ 
tion,  bond  deduction,  bond  accumulated  balance,  bond  direct  mail 
code,  bond  designee  number  (refers  to  an  individual),  bond 
designee  counter  (shows  which  designee  is  to  appear  on  next  bond 
issued),  bond  issue  date,  Mr.  -  Mrs.  -  Miss  code,  bond  owner  name 
(may  be  employee  or  ariother  person  such  as  a  child),  bond  owner 
sod^  security  number,  bond  address  line  1,  bond  address  line  2, 
bond  address  line  3,  W-2  street  address,  W-2  city-state-zip  codes, 
savings  aUoUnents  (SA)  institution  name,  SA  bank  identification, 
SA  bank  employee  account  number,  SA  address  line  1,  SA  bank 
address  line  1,  SA  bank  address  line  2,  SA  bank  zip  code,  net  pay 
deposit  for  employee  (NPD)  bank  name,  NFD  employee  account 
number,  NPD  bai^  identtfication  -  composite  che^,  NPD  bank 
address  line  1,  NFD  bank  address  line  2,  NFD  bank  z4>  code, 
payroO  check  direct  mai  address  and  zip  code  pay,  and  hours  his¬ 
toid  by  payroD  and  also  year-to-date  cumulative  pay  and  hours 
reoirds. 

Aathsritj  for  nuiulcnanoc  of  the  qrstem:  S  USC,  Part  III 

RsaShii  aaes-of  reoards  audatalned  in  the  system,  hwludhig  catego- 
rtes  of  asen  and  the  parpooee  of  such  uacs:  To  the  extent  necessary, 
records  are  available  outside  GSA  to  monitor  and  document 
grievance  proceedings,  EEO  compfadnts,  and  adverse  actions;  to 
provide  references  to  other  agencies  and  persons  for  employees 
«***^"g  employment  dsewhere;  to  conduct  counseling  sessions;  and 
to  prepare  biographical  sketchm  of  emirioyees  for  release  to  othw 
agencies  and  persons.  Some  routine  uses  of  MAPS  outiNit  data  b 
shown  by  examples  listed  briow: 


1.  'oF  1150  Leave  transcript:  The  SF  1150  is  printed  when  an 
employee  separates  from  an  agency  and  is  transferred  akmg  with 
the  employee  to  wkerever  his  destination  may  be.  This  is  the  prima¬ 
ry  vriiicle  by  which  an  em(doyee’s  leave  is  transferred  from  one 
agency  to  another^  Infonnaticm  is  provided  for  annual  and  sick 
leave,  military  leave,  health  benefits  and  Government  life  in¬ 
surance; 

2.  Alphabetical  listing  of  emfdoyees:  The  alphabetical  listing  is  a 
montiily  general  use  jxintout  of  aJl  employees  arranged  alphabeti¬ 
cally  by  last  name.  The  listing  contains  information  of  interest  to 
both  payroO  and  perscmnel,  and  it  serves  as  a  handy  reference  in 
place  of  the  official  personnel  folders  to  locate  employees,  verify 
emi^yment  and  to  supply  basic  enq>loynient  information  to  answer 
questions  for  credit  and  other  purposes  outside  GSA; 

3.  Alpha  listing  of  enq>loyees  by  service:  This  report  is  identical 
to  the  alphabetic^  listing  of  employees  except  that  is  sorted  by  the 
service  in  which  the  emfdoyee  is  located.  The  report  contains  the 
basic  personnel  en^loyment  record  for  each  listed  employee;  there¬ 
fore,  the  report  is  used  in  the  same  maimer  as  the  alphabetic  list¬ 
ing  oi  employees  to  locate  employees,  verify  employment,  and  to 
supply  baC  onployment  information  for  credit  and  other  purposes 
rather  than  refer  to  an  employee’s  official  personnel  folder; 

4.  Organization  Roster.  The  organizational  roster  is  a  monthly 
listing  of  all  engiloyees  by  their  organizational  location.  A  separate 
report  is  produced  for  the  Central  Office  and  each  of  the  ten  re¬ 
gions.  The  uses  of  this  listing  are  the  same  as  those  for  the 
alphabetical  listing  of  enfifdoyees  and  the  alpha  listing  of  employees 
by  service  except  this  report  is  better  for  rimwing  an  accurate  pic¬ 
ture  erf  the  organizational  structure  of  an  office  or  other  units; 

5.  Retention  register:  The  retention  raster  is  a  listing  of  all  em¬ 
ployees  grouped  by  the  factors  which  determine  retention  rights  for 
reduction  in  force,  RIF,  purposes; 

6.  Executive  health  maintenance  list:  The  executive  health  main¬ 
tenance  list  is  a  listing  of  aU  employees  over  40  years  of  age  who 
are  qualified  for  the  Executive  Health  Maintenance  Program  ac¬ 
cording  to  paramaters  set  by  each  region.  The  listing  is  available 
upon  request  to  management  officials  and  Health  Unit  officials  on 
a  need-to-know  basis;  and  also  those  Routine  uses  contained  in  the 
appendix  flawing  the  GSA  Notices; 

Polida  and  practices  ior  staring,  retrieving,  aocearing,  retainiag, 
and  dlspodng  of  records  la  the  sytem: 

Storage:  I^iper  records  in  file  ferfders  and  card  files,  microfilm 
records  in  reels  and  cabinets,  magnetic  tapes  and  cards  in  cabinets 
and  storage  libraries,  computer  records  within  a  computer  and  at¬ 
tached  equipment. 

RetrievaUlity:  Filed  alf^betically  by  name,  by  social  security 
number,  or  both  methods  at  each  location  for  each  person. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  contrcrfled  by  GSA  personnel,  or  approved  con¬ 
tractor  personnel. 

Rctcsrfk»  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  managerfs)  and  address:  Assistant  Administrator  for  Ad¬ 
ministration,  GienenJ  Services  Adnunistration,  18th  &  F  Streets, 
NW.  Washii^ton.  DC  20405. 

Notification  procedure;  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  records  from 
their  supervisor  or  from  their  personnel  office  at  the  appropriate 
address  listed  in  appendix  foUowing  iiotice  GSA/OAD  36  or  from 
the  Director  erf  Pmonnel  or  the  Director  of  Finance  at  General 
Services  Adnunistration,  18th  A  F  Streets,  NW,  Waslungton,  DC, 
20405,  whichever  is  apfdicable.  Former  enqiloyees  may  obtain  in¬ 
formation  from  the  Director  of  Personnel  or  the  Director  of 
Finance  at  the  address  bated  above. 

Record  acccas  procedures:  Requests  to  access  records  from  cur¬ 
rent  employees  should  be  direct^  to  the  employees’  supervisor  or 
to  the  persicxuiel  or  finance  officer  at  the  address  in  the  iq>pendix 
noted  bdow  or  to  the  Director  of  Personnel  or  the  Director  oi 
Finance,  at  the  address  noted  above,  whichever  is  applicable. 
Former  employees  should  direct  requests  to  access  records  to  the 
personnd  or  Hnance  officer  at  the  proper  address  listed  in  appendix 
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foDowing  notice  OSA/OAD  36  or  the  Director  of  Pertoand  or  the 
Director  of  Finance  at  the  addieMet  noted,  whichever  is  apfdicable. 
For  written  requests,  former  employees  should  provide  fuU  name, 
social  security  number,  address,  and  telephone  nuniber,  and  ap¬ 
proximate  dates  and  places  of  employmenL  For  identification 
requirements,  refer  to  the  agency  regulations  as  outlined  in  41  CFR 
105-64. 

ContcstiBg  reeord  procedures;  OSA/OAD  rules  for  access  to 
records  and  for  contesting  the  contents  and  ^ipeahng  initial  deter¬ 
minations  are  pronuilgated  in  41  CFR  lOS-M,  published  in  the 
Federri  Register. 

Record  source  catcgorfcs:  The  individuals  themsdves.  other  em¬ 
ployees,  siq>ervisors,  other  agencies  management  officuis  and  non- 
Federal  sources  such  as  private  firms. 

GSA/OAD36 

System  naase:  Employee  payroll  and  time  and  attendance  reporting 
system 

System  locatlott:  The  system  is  located  in  the  General  Services 
Administration  Central  Gtffice  service  and  staff  offices  and  other 
GSA  offices  at  addresses  listed  in  the  appendix  following  notice 
OSA/OAD  36. 

ratirgorks  of  indivkiuals  covered  by  the  eystem:  Current  and 
former  employees. 

Categorlm  of  records  la  dw  syatnm  The  system  provides  for  r^ 
porting  each  employee’s  status  as  either  on  the  job  tinre  or  as  paid 
or  unpaid  leave  time  including  absences  without  authorized  leave. 
Accordingly  records  include  but  are  not  liinited  to  name,  hcrnw  ad¬ 
dress,  telephone  number,  work  location,  social  security  number, 
hours  of  duty,  attendance,  and  processing  of  the  data  to  the  Man¬ 
power  and  Payroll  Statistics  System 

Authority  lor  maintmance  of  the  system:  5  USC  Part  III 

Rondue  asm  of  records  maiutained  la  the  system,  inclndfaig  calcgo- 
rks  of  users  and  the  purposes  of  such  uam:  To  the  extent  necessary 
the  records  are  avaflabk  outside  GSA  to  monitor  and  document 
grievance-  proceedings.  EEO  conq>laints  and  adverse  actions;  to 
conduct  counsehng  sessions;  and  also  those  Routine  Uses  con¬ 
tained  in  the  appendix  follow^  the  GSA  Notices. 

Poikks  and  practkm  lor  storing,  rctiieriag,  accessing,  retafadng, 
and  disposing  of  records  la  the  sytcm: 

Storage:  Paper  records  in  file  friders  and  card  files. 

Rstrlevablllty:  FQed  al{duibetically  by  name 

Safeguards:  Stored  in  guarded  buildings  in  areas  controlled  by 
authorized  personnel. 

Hetsutioa  and  dbposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  Iffl.  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  addruwr  Assistant  Administrator  for  Ad¬ 
ministration,  Gent^  Services  Administration.  18th  A  F  Streets, 
NW.  Washington.  DC  20405. 

Nodfkatloa  procedure:  Current  employees  may  obtain  informa¬ 
tion  about  whether  they  are  part  of  this  system  of  recmds  from 
their  supervisor  or  finance  office  at  the  address  in  the  appendix 
referent  below  or  from  the  Director  of  Finance  at  the  General 
Services  Administratioo.  18th  A  F  Streets.  NW.  Washington.  DC 
20^,  whichever  is  appIkaMe.  Former  enq>loyees  naay  obtain  in- 
fonnation  from  the  finance  office  at  the  appropriate  address  listed 
in  the  appendix  following  notice  GSA/OAD  36  or  from  the  Director 
of  Finance  at  the  addrem  listed  above. 

Rocard  accam  praeadnrest  Request  to  access  records  from  current 
employees  should  be  dincted  to  the  employees*  supervisor  or  to 
the  finance  officer  at  the  addrem  in  the  appoadix  referenced  below 
or  to  the  Director  of  Finance,  at  the  address  noted  above, 
whichever  is  apf^cable.  Former  enqiloyees  should  direct  requests 
to  access  records  to  the  finance  officer  at  the  appropriate  addrem 
listed  in  the  appendix  following  notice  GSA/OAD  36  or  to  the 
Director  of  Finance  at  the  addrem  noted,  which  ever  is  applicabla. 
For  written  request,  former  employees  should  provide  fdl  name, 
so^  security  mnniber,  addrem,  a^  telephone  number,  and  ^ 
proximats  datm  and  places  of  employment.  For  identificatioo 
lequerements.  refer  to  the  agimry  r^gnlatkns  m  outlined  in  41  CFR 
105-64. 

Centmtlig  reeerd  piiiisdmmi  GSA/OAD  ndes  for  accem  to 
records  and  for  contesting  the  contents  and  appealing  initial  detcr- 
tinM  an  pi  niiMilggir  1  in  41  CFR  105-64  pobKshed  in  the 
Federal  Regialer. 


Record  somes  ratrgnrIrsT  The  individuals  themselves,  other  em¬ 
ployees.  supervisors,  odier  agencies,  management  officials  and 
noo-Fbderal  sources  such  m  private  firms. 

Appendix  OSA/OAD  Addresses  of  Locatkms 

Central  Office 

Office  of  Administration 
Office  of  Hnance 
GS  Building,  Room  3131 
18th  &  F  Streets  NW 
Washington,  DC  20405 

Automated  Data  and  Teleccwnimmications  Service 
Financial  Management  Division 
OS  Building,  Room  1204 
18th  &  F  Streets  NW 
WasUngton,  DC  20405 

Office  oi  Preparednem 
Executive  Director 
OS  Building.  Room  4241 
18th  A  F  Streets  NW 
Washington.  DC  20405 

Federal  Supply  Service 
Office  of  Executive  Director 
Crystal  Mall  Building  4 
1941  Jefferson  Davis  Ifighway 
Room  nil 

Arlington,  VA  20406  « 

National  Archives  and  Records  Service 
Office  of  Executive  Director 
Archives  Building 
7th  A  Pennsylvania  Avenue  NW 
Room  108 

Washington,  DC  20408 

Public  Buildings  Service 
Office  of  Executive  Director 
GS^  Building,  Room  6340 
18th  A  F  Streets  NW 
Washington,  DC  20405 

Regional  Offices 

Region  1 
I^iance  Division 
Genend  Services  Administration 
Jolm  W.  hfcConnack 
Post  Office  and  Courthouse 
Boston,  MA  02109 

Re^on  2 
Finance  Division 
General  Services  Administration 
26  Federri  Flaza 
New  York,  NY  10007 

Region  3 
Rrumce  Division 
General  Services  Administration 
7th  A  D  Streets  SW 
Washington,  DC  20407 

FhOadelphia  Area  Office 
WOUam  J.  Green,  Jr. 

Federal  Building 

600  Arch  Street,  Room  7250 

Phfladdphia.  PA  19102 

Baltimore  Area  Office 
Federal  Building,  Room  HOB 
Bahimnre.  MD  21201 

R^lion4 
Finance  Division 
General  Services  AAnmistraition 
1776  IVachtree  Street  NW 
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AtlanU.  GA  30309 

Rcpoa  5 
Finance  Division 
General  Services  Administration 
230  South  Dearborn  Street 
Chicago,  IL  ti0604 

Region  6 
Finance  Division 
General  Services  Administration 
ISOO  E.  Bannister  Road 
Kansas  City,  MO  64131  ‘ 

St.  Louis  Area  Office 
9700  Page  Boulevard 
Overland,  MO  63132 

Region  7 
Finance  Division 
General  Services  Administration 
819  Taylor  Street 
Fort  Worth,  TX  76102 

Region  8 

Finance  Division 
General  Services  Administration 
Denver  Federal  Center  Bldg.  41 
Denver,  CO  8022S 

Region  9 
Finance  Division 
General  Services  Administration 
525  Market  Street 
San  Francisco,  CA  94105 

Stockton  Area  Office 
Building  414 

Rough  and  Ready  Island 
Stockton,  CA  95204 

Reg^n  10 
Finance  Division 
General  Services  Admiiiistration 
GSA  Center 
Auburn,  WA  98002 

GSA/OCR  1 

System  name:  Employee  Related  Files,  GSA/OCR 

System  location:  The  system  is  located  in  the  GS  Building,  18th 
and  F  Streets,  NW,  Washington,  D.C.,  20405,  and  in  the  r^ional 
offices  located  at  the  addresses  listed  in  the  appendix. 

Categories  of  individHals  covered  by  the  system:  Individuals  in¬ 
clude  employees,  applicants  for  employment,  aiKl  former  em¬ 
ployees  of  the  Office  of  Civfl  Rights,  including  those  in  intern  and 
youth  employment 

Categories  of  records  in  the  system:  Records  consist  of  documents 
accumulated  by  supervisory  officials  in  administering  personnel 
matters  for  or  about  emidoyees,  including  but  not  limited  to,  name, 
home  address,  telephone  numbers,  work  location,  social  security 
number,  date  of  birth,  date  Of  entry  on  duty,  salary,  grade,  promo¬ 
tions,  within  grade  increases,  age,  education,  experience,  training, 
biographical  data,  records  relating  to  attendimce,  tardin^,  work 
assignments,  performance,  work  measurement,  counseling,  discipli¬ 
nary  actions,  adverse  actions,  conduct,  promotion  evahiations,  i^- 
somd  qualifications  statements,  equal  employment  opportunity, 
grievances,  alcoholism,  labor  rdations,  and  lettm  of  reference  arid 
pictures,  all  used  as  a  general  management  tool  to  oversee  person¬ 
nel  administration  of  the  organization. 

Authority  for  maintcaancc  of  the  system:  Title  5  USC  301 

Routine  uses  of  records  majutalnfil  in  the  system,  htchidiBU  catego¬ 
ries  of  users  and  the  purposes  of  anch  uses:  To  provide  information 
or  disclose  to  a  Federal  agency,  in  response  to  its  request,  in  con¬ 
nection  with  the  hiring  or  retention  of  an  emidoyee,  or  other 
benefit  by  the  requesting  agency  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  t^gency’s  decision  on 
that  matter  and  abo  those  Routine  Uses  contained  in  die  appendix 
following  the  GSA  Notices. 

PoUdes  and  procttccs  lor  storing,  retrieving,  acceadng,  retainhig, 
and  dh  posing  of  records  in  the  sytem: 


Storage:  These  records  are  maintained  in  file  folders,  binders  and 
index  cards 

Retrievabillty:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  Records  are  located  in  lockable  metal  file  cabinets  or 
in  lockable  desks  in  buildings  enqiloying  security  guards.  Access  to 
and  use  of  these  rectxxls  are  limited  to  those  persons  whose  official 
duties  require  such  access.  Personnel  screening  is  employed  to 
prevent  unauthorized  disclosures. 

Rctcntiaai  and  dimasal:  Disposition  of  records  shaO  be  in  ac¬ 
cordance  with,  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  adihess: 

Director  of  Civil  Rights 
General  Services  Administration 
18th  and  F  Streets,  NW 
Washington.  DC  20405 

Notification  procedure:  Requests  from  individuals  as  to  whether 
they  are  part  of  this  system  should  be  addressed  to  the  official 
responsible  for  the  system,  or  to  the  Regional  Director  of  Civil 
Ri^ts  in  the  regional  offices  located  at  the  addresses  listed  in  the 
appendix. 

Record  acoem  proceAnes:  Requests  from  individuals  for  access  to 
this  system  of  records  should  be  addressed  to: 

Executive  DirecUM' 

Office  of  Civil  Rights 
General  Services  Administration 
18th  &  F  Streets,  NW 

Washington,  D.C.  20405  or  the  R^onal  Directors  of  Civil 
Rights  in  the  regional  offices  located  at  the  addresses  listed 
in  the  appendix.  For  written  requests,  individuals  should 
include  their  name,  address,  date  of  birth  and  Social  Security 
Number.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification  such  as  driver’s 
license  or  enqjloyee  identification.  GSA/OCR  rules  for 
access  to  records  and  for  contesting  the  contents  and 
appealing  initial  determination  are  prcunulgated  in  41  CFR 
105-64,  put^shed  in  the  Federal  Register. 

Contesting  record  procedures:  GSA/OCR  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter- 
minatioti  are  promulgated  in  41  CFR  105-M,  published  in  the 
Federal  Register. 

Record  source  categories:  The-individuais  themselves,  other  em¬ 
ployees,  and  supervisors. 

GSA/OCR  2 

System  name:  Discrimination  Complaint  File,  GSA/OCR 

System  loc^km:  The  system  is  located  in  the  GS  Building,  18th 
and  F  Streets,  NW  Washington.  DC  20405,  and  in  the  regional  of¬ 
fices  located  at  the  addresses  listed  in  the  appendix. 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
clude  GSA  employees  or  api^cants  for  employment  who  consult  an 
EEO  Counselor  concerning  allegations  of  discrimination. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  or  documents  relating  to  a  decision  or  determina¬ 
tion  made  by  the  Agency  of  the  U.S.  Civil  Service  Conunission  af¬ 
fecting  an  individual.  The  records  include,  but  are  not  limited  to, 
rqtort  of  counseling,  investigation,  letters  or  notices  to  the  in¬ 
dividual,  record  of  hearings  w^n  conducted,  materials  placed  into 
the  record  to  srippori  the  decision  of  determination,  affidavits  or 
statements,  testimony  of  witnesses,  and  related  correspondence, 
opinions  and  recommendations. 

Authority  lor  maintenance  of  the  system:  Executive  Orders  11478 
and  11141,  and  Equal  Em|doyment  Opportunity  Act  of  1972. 

Routfase  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  piarpoeea  of  such  uses:  These  records  md  infor¬ 
mation  in  the  records  may  be  used  to  adjudicate  an  appeal  or  com¬ 
plaint;  to  respond  to  a  court  subpoena  and  or  refer  to  a  district 
court  in  connection  with  a  court  suh,  to  provide  infor-  mation  to 
the  public  on  the  decision  of  an  appeal  of  complaint  as  required  by 
the  Freedom  of  Information  Act,  to  provide  information  or  disclose 
to  a  Federal  agency,  in  response  to  its  request,  in  connection  with 
the  hiring  or  retention  of  an  employee,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is  relevant  and 
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necessary  to  the  requesting  agency’s  decisiou  on  that  matter,  and 
also  those  Routine  Uses  contained  in  the  appendix  following  the 
GSA  Notices. 

Mkies  and  practices  far  staring,  rrtilrylag,  aoceming,  retafaiig, 
Md  dtapesl^  of  rseards  hi  the 

Starags;  These  records  are  maintained  in  file  folders,  binders  and 
index  cards. 

Retrievahmiy:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  diey  are  maintained. 

Safstaarilf  Records  are  located  in  lockride  metal  file  cabinets  in 
buikhngs  emidoying  security  guards.  Access  to  and  use  of  these 
records  are  limtted  to  those  persons  whose  official  duties  require 
such  access.  Persconel  screening  is  employed  to  prevent 
unauthorized  disclosures. 

Ritsation  and  dhpoaal:  Dispositian  of  records  shall  be  in  ac¬ 
cordance  with  the  Iffi,  GSA  Records  Maintenance  and  Di^jositioa 
System  (GAD  P  1820.2). 

Srstna  BMuagerfs)  asM  address: 

Director  of  Civfl  Rights 
General  Services  Administration 
18th  and  F  Greets,  NW 
Washington,  DC  2040S 

Nutlfhatlan  praesders;  Requests  from  indivkhials  as  to  whether 
they  are  part  of  this  system  should  be  addressed  to  the  official 
responsible  for  the  system,  or  to  the  Regional  Director  Qvfl 
Ri|^  in  the  regional  offices  located  at  the  addresses  listed  in  the 
appendix. 

Record  aecess  proccdarcs:  Requests  from  individuals  for  access  to 
this  system  of  records  should  be  addressed  to: 

Director  of  EEO 
General  Services  Administrate 
18th  and  F  Streets,  NW 
Washington.  D.  C.  2040S 

or  to  the  Regional  Director  of  Civfl  Rights  in  the  regional  offices 
located  at  the  addresses  listed  in  the  appendix.  For  written 
requests,  individuab  should  include  their  name,  address,  date  of 
birth  and  Sociifl  Security  Number.  For  personal  visits,  the  in¬ 
dividual  should  be  able  to  provide  some  acceptable  identification 
such  as  driver’s  license  or  employee  identification.  GSA/OCR  rules 
for  access  to  records  and  for  contestir^  the  contents  and  appealing 
initial  determination  are  promulgated  in  41  CFR  lOS-64,  published 
in  the  Federal  Register. 

CoaScsIfag  record  procsdurcs:  GSA/OCR  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
mination  are  promulgated  in  41  CFR  10S4M,  published  in  the 
Federal  Register. 

Record  aouroc  categories:  Individuals  to  whom  the  record  per¬ 
tains;  Agency  ttfficiak.  affidavits  or  statenaents  from  employee, 
testimony  of  witnesses,  official  documents  relating  to  the  requeM 
for  counseling,  appeal,  or  complaint,  and  correspondence  from 
q>ecific  organizations  or  persons. 

Appendix  -  GSA/OCR  Address  ot  Location 

Regional  Director  of  Civfl  Rights 
General  Services  Administration 
John  W.  Mccormack  Post  Office 
A  Courthouse 
Post  Office  Square 
Boston,  Massachusetts  02109 
617/223-4086 

Regional  Director  of  Civfl  Ri^ito 
General  Services  Administratioo  * 

26  Federal  Plaza 

New  York.  New  York  10007 

212/264^1299 

Regional  Director  of  Qvfl  RighU 
General  Services  Administration 
7th  &  D  Streets,  SW 
Washington,  D.  C.  20407 
202/963-4283 

Regional  Director  of  Civfl  Righte 
General  Services  Administration 


1776  Peachtree  Street,  NW 
Atlanta,  Georgia  30309 
404/S26-3240 

Regional  Director  of  Civfl  Righfr 
General  Services  Administration 
230  S.  Dearborn  Street 
Chicago,  Illinois  60604 
312/353-4550 

Rmpooal  Director  of  Civfl  Rights 
General  Services  Adminbtnitioo 
1500  E.  Bannister  Road 
Kansas  City,  Missouri  64131 
816/926-7137 

Regional  Director  of  Qvfl  Rights 
General  Services  Administration 
819  Taylor  Street 
Fort  Worth,  Texas  76102 
817/334-3538 

Regkmal  Directar  of  Civfl  Rights 
General  Services  Administration  ' 

Building  41-Danver  Federal  Center 
Denver.  Colorado  80225 
303/234-4670 

Regional  Director  of  Qvfl  Ri^its 
General  Services  Administratioo 
525  Market  Street 
San  Francisco,  Califomia  94105 
415/556-6060 

Regional  Director  of  Qvfl  Ri^ts 
General  Services  Administration 
GSA  Center 

Auburn,  Washington  98002 
206/833-5512 

GSA/OGC  1. 

System  name:  Attorney  Evaluations.  GSA/OGC. 

^utem  location;  L.  See  appendix  fallowing  notice  OGC  6  for  ad- 
drem. 

Categarlcs  of  IndIvidBals  covered  by  the  syslenu  Attorneys  in  the 
Office  ij{  General  Counsel  below  Assistant  General  Cotmsel  and 
Regkmal  Counsel  level. 

Categories  of  records  M  the  eyateau  Evahiation  of  professional 
performance  for  the  preceding  six  month  period.  Records  are  used 
within  the  Office  of  General  Counsel  to  apprise  attorneys  on  a 
T^ular  bfuis  of  their  super-  visors’  evaluation  of  their  prcrfessional 
performance,  and  to  assist  supervisors  in  evaluating  potential  and 
priority  of  attorneys  for  proinDtion  or  other  performance  recogni- 
tkm. 

Routine  uses  of  records  amintahirti  hi  the  lyelsas,  catego¬ 

ries  ef  neers  and  the  purposes  of  such  aeas:  The  Routine  Uses  ot 
these  records,  as  defined  in  5  U.S.C.  552a(a)(7)  and  provided  for  in 
5  U.S.C.  552i<bX3).  ace  described  fas  the  appendix  foQowing  the 
GSA  notices. 

PoHdes  and  praclicca  lor  staring,  latrtevhig,  aeosariag,  ratainhig, 
and  dhpoAig  of  lacords  M  the  oyteas: 

Storage:  Paper. 

ItetrlovabUhy;  Manual,  by  name. 

Safcgaank:  Kept  in  locked  suite  in  guarded  buildiog. 

Rftsartnn  and  dhpeaal:  Records  are  destroyed  within  60  days  of 
rece^ 

Syatsm  aumagerfs)  and  aihhem  General  CounseL  See  appeialix 
following  notice  OGC  6  for  addresses. 

NatHkalion  prerr  rtarr '  GSA  notificatioa  procedures  are  contained 
in  41  CFR  103-64. 

Reeatd  accasa  procedmoa.  GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

Ceatarthig  record  procodarsa;  GSA  rules  for  contesting  records 
are  contained  in  41  CFR  105-64. 

Record  aomea  catagnrlsB:  Assistant  General  Counsda  and  Re¬ 
gional  Counada.  The  General  Counsel  solicits  these  attorney 
evaluations  for  review  every  six  months.  They 'are  destroyed  fal¬ 
lowing  that  review.  Supervisors  are  inotnicted  not  to  retain  copies. 
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GSA/OGC2 

aame:  Attoniey  Placement,  OSA/OGC.  This  notice  covers  S 
unique  systems  of  records  of  related  subject  matter. 

System  locatioa:  Each  system  is  located  in  one  of  die  following  5 
offices;  the  supervisor  in  each  of  these  S  offices  is  the  official  who 
sets  policies  and  procedures  for  die  records  in  his  own  office:  LS, 
and  the  Office  of  the  Regional  Counsels,  Regions  2,5,6,  &  7.  See 
iqipendix  following  notice  OGC  6  for  addresses. 

Categories  of  MMdaals  covered  by  the  system:  Each  of  the  5 
systems  covers  atUuneys  and  law  students  applying  for  en^)loy- 
ment 

ratrgnrtrs  of  records  in  the  systeas:  Each  of  the  5  systems  covers 
qualifications  of  applicants  for  legal  positions;  the  Deputy  General 
Counsd  for  Operations,  LS,  and  the  Regional  Counsels  for  Regions 
2,  S,  6,  and  7  and  other  authorized  OGC  employees  use  the  records 
in  their  respective  offices  to  fill  vacancies  and  new  positions  with 
qualified  applicants. 

Authority  for  amhitenaacc  of  the  syatcns:  Each  of  the  5  systems  is 
authorized  by  S  U.S.C.  3101  and  the  Federal  Property  and  Adminis¬ 
trative  Services  Act  erf  1949  as  amended. 

Itiiallai  uses  of  records  malntalBed  hi  the  system,  Incladhig  catego¬ 
ries  of  users  and  the  purposes  of  aiicfa  usw  The  Routine  Uses  of 
these  records,  as  defined  in  S  U.S.C.  5S2a(aX7)  and  provided  for  in 
5  U.S.C.  SS2a(bX3),  are  described  in  the  appendix  following  the 
GSA  notices. 

PoUdes  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoaiag  of  records  hi  the  sytem: 

Storage:  Paper. 

Rctrievability:  Manual  by  name. 

Safeguards:  File  folders  are  kept  in  guarded  buildings  and 
released  only  to  authoized  persons. 

Retention  aad  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  H6  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  aisaagrr(8)  and  addrem:  The  system  managers  for  the  5 
systems  are  respe^vely:  Deputy  General  Counsel  for  Operations, 
LS;  and  Regional  Counsels,  Regions  2,  5,  6,  and  7  for  records 
within  their  offices.  See  appendix  following  notice  OGC  6  for  ad¬ 
dresses. 

Notificatioa  procedure:  GSA  notification  procedures  are  contained 
in  41  CFR  105-64. 

Record  aceem  procedures:  GSA  procedures  for  record  access  are 
ctmtained  in  41  CFR  105-64. 

Contesting  record  procedures;  GSA  rules  for  contesting  records 
are  contain^  in  41  CP'R  105-64. 

Record  source  categories;  Information  in  each  of  the  5  systems 
comes  from  one  of  tte  following  sources  Applicants,  frfacement  of¬ 
fices,  interviewers. 

GSA/OGC3 

System  aame:  Confidential  Statements  of  Employment  and  Finan¬ 
cial  Interests,  GSA/OGC 

SysSem  location;  D^uty  General  Counsel,  LL;  Office  of  the  Re¬ 
gion  Counseb,  R^ions  1-10  for  records  in  their  respective  of¬ 
fices.  See  appendix  following  notice  OGC  6  for  addresses. 

Calcgarin  of  iadlvidnals  covered  by  the  system:  Persons  listed  in  5 
CFR  735.403,  41  CFR  105-735.402,  OAD  P  5410.1,  Chapter  3- 
104.25,  26  and  27. 

Categories  of  records  hi  the  system:  Individual  GSA  Forms  2157 
and  2158,  Confidential  Statement  of  Emirfoyment  and  Financial  In¬ 
terests.  Records  are  used  solely  by  the  A^^ncy  Counselor  for  Stan¬ 
dards  of  Conduct  and  Regional  Counseb  in  review  fm-  conflicts  of 
interest. 

Authority  for  umialCBaBce  of  the  system:  EO  11222,  5/8/65. 

Rautiae  uses  of  records  maiataiBed  la  the  system,  includhig  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  The  Routine  Uses  of  the 
records,  as  defined  in  5  U.S.C.  552a  (aXT)  and  provided  for  in  5 
U.S.C.  552a  (bK3),  are  described  in  the  iqipendix  following  the  GSA 
notices. 

Fottdes  aad  practices  for  storhig,  lemevtag,  aoceasiag,  retafadag, 
aad  dbpoalag  of  records  in  the  sytem: 

Storage:  Paper 

Ratrievaiiiiity;  Manual,  by  name. 

Safeguards:  Filed  in  accrndance  with  41  CFR  105-735.408,  in 
secured  buildings. 


Rrtiatloii  and  dhpoaal:  Disposition  of  records  shaO  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Dbposition 
System  (OAD  P  1820.2)  para.  21  A  85. 

System  auuiagerfs)  aad  address:  Agency  Counselor  for  Standards 
of  (Conduct  (Deputy  General  (Counsel),  LL  b  the  official  responsi¬ 
ble  for  policy  a^  procedure;  R^jonal  Counseb,  Regions  1-10,  are 
systems  managers  for  rectmb  in  their  respective  (rffices.  See  ap¬ 
pendix  foDovring  notice  (XIC  6  for  addresses. 

Notififstioa  procedure:  GSA  notification  procedures  are  contained 
in  41  CFR  105-64. 

Record  accem  procedures:  GSA  procedures  for  record  access  are 
contained  in  41  CPR  105-64. 

Coatestiag  record  procedures:  GSA  rules  for  contesting  records 
are  contained  in  41  CFR  105-64. 

Record  source  categories;  Individual  GSA  employees  who  are 
required  to  submit  Confidential  Statements  of  Enqrfoyment  and 
Financial  Interests. 

GSA/OGC  4 

System  name:  General  Law  Files,  GSA/(XjC.  Thu  notice  covers  21 

unique  systems  of  records  involving  rebted  subject  matter. 

System  location:  The  General  Law  Files  of  (X3C  are  divided  into 
21  unique  systenu  of  related  subject'  matter.  Each  system  u  located 
in  one  of  the  following  21  offices;  the  supervisor  in  each  of  these 
21  crffices  b  the  official  who  sets  policies  and  procedures  for  the 
records  in  hb  own  office: 

L,  LL,  LS,  LB,  LC,  LE,  LM,  LR,  LP,  LT,  LX,  and  Office  of 
the  Regional  Counsels,  Regims  1-10,  fm*  records  in  their  respective 
(rffices.  See  appendix  firflowing  notice  OGC  6  for  addresses. 

For  information  on  the  kx»tion  of  specific  tew  files  contact  LS 
at  the  address  Ibted  in  the  appendix. 

Categorirs  of  haHviduab  covert  by  the  system:  Ea<rfi  of  the  21 
systems  covers  one  or  more  of  the  following  (»tegories  of  in- 
dividuab: 

GSA  employees,  past  and  present;  other  agency  employees; 
members  of  the  pub^  (including  individuals,  (x>rporations,  and 
firms);  witnesses  in  regulatory  proceedbigs;  persons  who  have 
made  Freedom  <rf  Information  and  Privacy  Act  requests  and  per¬ 
sons  about  whom  such  requests  have  been  made;  persrms  involved 
in  litigation  with  GSA;  grievants  under  (xrflective  bargaining  agree¬ 
ments;  appellants. 

Cntegorbt  of  records  in  the  system:  Each  of  the  21  systems 
covers  one  or  more  of  the  following  categories  of  re<x>rds: 

Among  other  data,  name  of  individuab,  position  description, 
grade,  sabuy,  SSN,  work  hbtory,  (XMiq^teint,  hbtory  of  the  case, 
applkable  tew,  working  piqiers  of  attorney,  testimony  of  witnesses, 
t^kground  investigation  materiab,  reex^^s  subject  to  complaint, 
request,  or  litigation,  crmespondence,  damage  reports,  contracts, 
accident  repom,  GSA  Form  1593,  SF  91,  SF  91  A.  SF  92, 
pleadings,  affidavits,  credit  ratings,  medk^l  diagnoses  and  prog¬ 
noses,  dcKtor’s  bills,  estimates  of  repair  costs,  invoices,  litigation 
reports,  financial  data.  Records  are  used  to  give  general  legal  ad¬ 
vice,  as  requested,  throughout  GSA,  and  to  prepare  attorneys  for 
hearings  and  trials,  to  reference  past  actions,  and  to  maintain  inter¬ 
nal  statistics. 

Aattioi^  for  nwrfntmsace  of  the  system:  Each  of  the  21  systems 
is  authorized  by  one  or  more  of  the  following  statutes  or  Executive 
Orders: 

Federal  Property  and  Adminbtrative  Services  Act  of  1949,  63 
Stat.  377,  as  ameiKled;  Freedom  of  Information  Act,  5  U.S.C.  552 
as  amended;  the  Privacy  Act  of  1974,  5  U.S.C.  552a;  5  U.S.C.,  Part 
n  (CSvil  Sei\ice  C^ommbskm);  5  U.S.C.,  Chap.  33  (examination, 
selection  and  placement);  Equtd  Employment  Opportunity  Act  of 
1972,  86  Stat.  103,  5  U.S.C.  5108,  5314-5316  and  42  U.S.C.  2000e, 
et.  seq.;  5  U.S.C.  7151-7154  (antidiscrimination  in  employment);  5 
U.S.C.,  7301  (regutetk»  of  conduct);  5  U.S.C.  7501,  note  (adverse 
actions);  5  U.S.C.,  (Thapter  77  (appeab);  title  11  U.S.C. 
(bankruptcy);  Federal  Tort  Claims  Act,  28  U.S.C.  1291,  1346  (bKc), 
1402(b),  1504,  2110,  2401(b),  2402,  2411(b),  2412(c),  2671-2680;  1 
Stat.  515,  676,  31  U.S.C.  191  (debts  owed  by  or  due  to  U.S.); 
Federal  Claims  Collection  Act  of  1972,  80  Stat.  308-309,  31  U.S.C. 
951-953;  78  Stat.  767,  768,  79  StoL  789,  82  StaL  998,  84  Stot.  412,  86 
Stat.  491,  31  U.S.C.  240-243  (settlement  of  claina);  E.O.  1166  Or¬ 
ganization  of  Executive  Agencies;  E.O.  10577,  Amending  the  Qvil 
Service  Rules  and  Authoriziog  a  new  Appointment  System  for  the 
(Tompetitive  Service;  E.O.  11491,  Labor-Management  Relations  in 
the  Federal  Service;  E.O.  11787,  Revcrfdng  Executive  Order  10987, 
Relating  to  Agency  Systems  for  Appeals  from  Adverse  Actk»s. 
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»ir— naca  ol  iwrda  malnhifii  fea  the  qralcn»  hwlarthu  ca*eai»> 
ries  of  uaere  mad  the  purpoaca  at  anch  neea:  Infonnation  may  be 
released  to  the  Department  of  Justice  in  review,  aettlenmt, 
defense,  and  prosecution  of  daima,  comfriaints,  and  law  suits  in¬ 
volving  contracts,  torts,  debts,  bankruptcy,  perKNUlel  adverse  ac¬ 
tion,  EEO,  unit  detorminations,  uikair  labor  practices,  and 
Freedom  of  Information  and  Privacy  Act  requests.  Other  routine 
uses  are  listed  in  the  appendix  fdlowing  the  GSA  notices. 

Policies  and  praetkes  lor  storhig,  retrieviag,  aoocariag,  retaWng, 
and  ***“r«**»g  ol  records  la  the  sytesn: 

Storage:  Paper. 

Rctrievabillty:  Manual,  by  name. 

Saleguarda:  Records  are  stored  in  secured  buildings;  availaUe  to 
authoii^  persons  only. 

Rcteatloa  and  disposal:  Disposition  of  records  shaD  be  in  ac¬ 
cordance  with  the  Iffi  GSA  Records  Maintenance  and  DisposhicMi 
System  (OAD  P  1820.2) 

System  maiiager(s)  and  address:  The  system  managers  for  the  21 
systems  are,  respectively: 

General  Counsel,  L;  Deputy  General  Counsel  for  Law,  LL; 
Deputy  General  Coimsel  for  Operations,  LS;  Assistaid  General 
Counsds,  LB,  LC,  LE,  LM,  LP,  LR,  LT,  LX,  and  Rmonal  Coun¬ 
sels  for  Regions  1-10.  See  append  following  notice  OGC  6  for  ad¬ 
dresses. 

^  NoCffication  procedure:  GSA  notification  procedures  are  contained 
in  41  CFR  105-64. 

Record  access  procedures:  GSA  procedures  few  record  access  are 
contained  in  41  CFR  105-64. 

Coatesdag  record  procedures:  GSA  rules  for  contesting  records 
are  contained  in  41  CrK  105-64. 

Record  scarce  categories:  Information  in  each  of  the  21  systems 
comes  from  one  or  mcne  of  the  following  sources: 

Federal  employees  and  private  parties  involved  in  torts,  con¬ 
tracts,  personnd  actions,  unfair  labor  practices,  and  debts  conceni- 
ing  the  Federal  Government;  general  law  texts  and  sources;  Dun 
and  Bradstreet  and  other  sources  of  financial  infonnation;  law  en¬ 
forcement  officers;  witnesses,  and  others. 

GSA/OGC  5 

System  name:  General  personnel  files.  This  notice  covers  21  luiique 
systems  of  records  involving  related  subject  matter. 

System  locadoa:  These  files  are  divided  into  21  unique  systems  of 
related  subject  matter.  Each  system  is  located  in  one  of  tte  ftdlow- 
ing  21  offices;  the  supervisor  in  each  of  these  21  offices  is  the  offi¬ 
cial  who  sets  policies  and  procedures  for  the  records  in  his  own  of¬ 
fice:  L,  LS.  LA.  LB.  LC.  LE.  LM.  LP.  LT,  LR,  LX,  Office  of  the 
Regional  Counsels,  Regions  1-10.  See  appendix  fofowing  notice 
OGC  6  for  addresses. 

Categories  of  huMvIduals  covered  by  the  system:  OGC  Central  Of¬ 
fice  employees  for  those  systems  in  the  (rffices  of  L,  LS,  LA,  LB, 
LC,  LE,  LM,  LP,  LT,  LR,  and  LX;  Regional  employees  for  those 
systems  in  the  Offices  of  the  Regional  Counsels,  Regions  1-10. 

Categories  ol  records  hi  the  qrstem:  Each  of  the  21  systems 
covers  one  or  more  of  the  following  types  of  records  or  informa¬ 
tion:  Name,  title,  SSN,  DOB,  grade,  salary,  employment  history, 
home  address  and  telephone  number,  resume,  age,  marital  status, 
GSA  Form  834-Annual  Attendance  Record,  Form  1349-Persoaal 
Data  Statement,  trans-  cripts,  OGC  employee  record,  applications, 
directories  of  attorneys,  news  clippings,  correspoodcnce,  letters  of 
reference.  Records  are  used  in  the  agency  to  complete  agency 
forms  for  requests  for  persormel  actions,  security  cleanmces.  travd 
and  training  authorizations,  time  and  attendaiKC  records,  reports, 
etc.  Also  used  for  issuing  passes,  motor  poed  ID,  etc.  Information 
is  used  ‘in  house'  for  persormel  evaluation  and  management 

Anthoi^  far  amintenance  al  the  system:  Each  of  the  21  systems 
is  authorized  by  the  following  statutes:  5  U.S.C.,  generaOy;  Federal 
Property  and  Administrative  Services  Act  ot  1949,  as  amended 

RonthM  uses  al  records  maintahKd  hi  the  system,  Inrlmtlng  csSego- 
rtes  al  users  and  the  porpaaes  ot  each  uses:  Information  in  each  ot 
the  21  systems  is  disckiaed  to  persoin  outside  the  agency  for  veri¬ 
fying  employment  and  salary,  preparing  letters  of  refetence  at  the 
request  of  tte  employee,  making  travel  and  training  arrangements, 
and  furnishing  copies  of  performance  appraisMs  to  other  govern¬ 
ment  agencies  when  em|doyees  have  ap^ied  for  jobs  elsevriiere. 
Other  routine  uses  are  fet^  in  the  appendix  fcdlowing  the  GSA 
notices. 


ITMCMS  aMI  ptMOOCS  ioir  Monii^  rafwvnf  p  •OOaHBSg  raiHHiSg 
and  rthposhig  ol  records  ia  the  sytem: 

Storage:  Information  in  each  of  the  21  systems  is  stored  in  one  or 
more  of  the  following  manners:  In  paper  files,  in  the  General  Coun¬ 
sel’s  desk  book,  in  supervisors’  card  indioes. 

Retrtevabillty:  Information  in  each  of  the  21  systems  b  retrieved 
manually  by  name,  grade  or  title. 

Saiegiiardr-  All  records  are  safeguarded  in  accordance  with  GSA 
Privacy  Regidations  contained  in  41  CFR  103-64. 

Retention  and  dkpoanl:  Dbposition  of  records  shaO  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Dbposition 
System  (OAD  P  1820.2),  paragraph  9B25. 

System  managerfs)  and  address:  The  system  manager  for  each  of 
the  21  systems,  respectively,  b:  Gene  ral  Counsel,  L;  D^aity 
General  CTounsel,  LS;  Adminbtrative  Officer,  LA;  Assbtant 
General  Counseb,  LB,  LC,  LE,  LM,  LP,  LR,  LT,  LX;  Regional 
Counseb,  Regions  1-10.  See  appendix  following  notice  OGC  6  for 
addresses. 

Notification  procedure:  GSA  notification  procedures  are  contained 
in  41  cm  105-64. 

Record  nccem  procedures:  GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

Cimtestiag  record  procedmes:  GSA  rules  for  contesting  records 
are  contained  in  41  CFR  105-64. 

Record  source  categories:  The  source  ot  information  in  each  of 
the  21  systems  is  one  or  more  of  the  following:  Official  personnel 
records,  GSA  Personnel  and  Finance  Offices,  supervisors,  letters 
of  reference  or  conanendation  furnished  by  agency  officiab  or  per¬ 
sons  from  private  industry,  educational  informatioa  supfdicd  by 
colleges  and  universities,  periodicab,  the  individtBd. 

GSA/OGC  6 

System  name:  Potential  employees  referred  by  members  of  the 
Lqpslative  and  Executive  branches  and  other  sources. 

System  location:  LC  See  appendix  following  Notice  GSA/OGC  6 
for  address. 

Categories  of  tadhrlduab  covered  by  the  syateas:  Applicants  fdr 
employment  at  GSA. 

Categorici  of  records  fas  the  system:  Resumes,  applications, 
recommendations  and  replies,  previous  work  hbtory,  reference 
checks,  and  notes.  Used  inside  tte  agency  in  connection  with  litiga¬ 
tion  and  heatings. 

Authority  for  nudwtewance  of  the  systeas:  CivR  Service  Rule  5.  5 
CFR  5. 1-5.4. 

Routine  uses  of  records  msintiiiiif  ti  in  the  system,  tnrluilag  catego¬ 
ries  of  users  and  the  purposes  ol  such  uses:  See  appendix  foDovring 
GSA  notices.  Also  may  transferred  to  C^SC,  outside  counsel,  and 
respondents  in  connection  with  ongoing  litigation  and  hearings. 

Policies  and  practiem  for  storing,  iitili  ihig.  acoesshig,  retainlag, 
and  diaposing  of  records  M  the  sytem:  ^ 

Storage:  PsEq;>cr. 

RetrievabiBty:  ManuaQy,  by  name. 

Safeguards:  Stored  in  locked  room  in  guarded  building,  accessible 
to  authorized  persons  only. 

Retention  ami  dbposal:  At  the  termination  of  aQ  litigation  and 
hearings  r^vant  to  the  records,  records  will  be  integrated  into  in- 
divkhiid  Official  Personnel  Folders,  to  the  extant  possible.  The 
remaining  records  will  be  disposed  of  in  accordance  with  normal 
procedures. 

System  managerfs)  and  address:  Assistant  General  Counsel,  LC. 
See  appendix  fdlowing  Notice  GSA/OGC  6  for  address. 

NotWcalioa  procedure:  GSA  notification  procedures  are  contained 
in  41  CFR  105-64. 

Record  accem  procedures:  GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

Conaeating  record  procedures:  GSA  rules  for  contesting  records 
are  corUained  in  41  LFK  105-64. 

Record  source  categories;  GSA  Persormel  Offices,  the  individual, 
persons  who  providM  references,  former  en^doyees,  GSA  em- 
idoyees  involv^  in  personnel  work. 

Appendix  GSA/OGC  Address  of  Locations 

OMke  of  General  Counsel,  Central  Office  Divisions  located  at 
the  General  Services  Building,  18th  and  F  Streets.  NW.  Washing¬ 
ton,  DC  20405.  Business  hours  are  8KXM:30  EST. 
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GENERAL  SERVICES  ADMINISTRATION 


8:30-SK)0  CST 

L  -  General  Counsel 
(202)  343-5481 


LL  -  Deputy  General  Counsel  for  Law 
(202)  343-2155 

LS  -  Deputy  General  (Counsel  for  Operations 
(202)  343-4408 

LA  -  Administrative  Officer 
(202)  343-5173 

LB  -  Assistant  General  Counsel 
Public  Buildings  Division 
(202)  343-4478 

LC  -  Assistant  General  (Counsel 
Claims  and  Litigation  Division 
(202)343  9111 

LE  -  Assistant  General  Counsel 
Preparedness  and  Policy  Division 
(202)  343-4563 

LM  -  Assistant  General  Counsel 
Labor  Law  Division 
(202)  343-7316 

LR  -  Assistant  General  Counsel 
Administration  and  Records  Division 
(202)  343-8501  , 

LT  -  Assistant  General  Counsel 

'  Regulatory  Law  Division 
(202)343-5411 

LX  -  Assistant  Cieneral  Counsel 
Automated  Data  and  Telecommunica¬ 
tions  Division 
(202)  343-7331 

Office  of  General  Counsel,  Central  Office  Division  located  at 
Crystal  Mall.  Building,  Room  819,  Washington,  DC  20406.  Business 
hours  are  7:45-4:15  EST. 

LP  -  Assistant  General  Counsel 
Procurement  Division 
(202)  557-8417 

Office  of  General  Counsel,  Regional  Offices,  kx^ted  at: 

Region  1  -  GSA  Regional  Counsel 
jT W.  McCormack  P.O.  & 

Court  House 
Boston,  MA  02109 
(617)  223-2621 
8:20-4:50  EST 

Region  2  -  GSA  Regional  Counsel 
26  Federal  Plaza 
New  York,  NY  10007 
(212)  264-8306 
8:15-4:45  EST 

Region  3  -  GSA  R^ional  Counsel 
7th  and  D  Streets,  SW 
Washington,  DC  20407 
(202)  963-4221 
8:15-4:45  EST 

Region  4  -  GSA  Regional  Counsel 
1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 
(404)  526-5615 
8:00-4:30  EST 

Region  5  -  GSA  Regional  Counsel 
230  S.  Dearborn  Street 
Cliicago,  EL  60604 
(312)  353-5392 


R^ion  6  •  GSA  R^ional  Ckxmsel 
1500  E.  Bannister  Road 
Kansas  City,  MO  64131 

(816)  926-7212 
8:00-4:30  CST 

Region  7  •  GSA  R^onal  Clounsel 
819  Taylm"  Street 
Fort  Worth.  TX  76102 

(817)  334-2325 
7:45-4:15  CST 

Region  8  -  GSA  Regional  Counsel 
Building  41 

Denver  Federal  Onter 
Denver,  CO  80225 
(303)  234-3813 
7:3(M:00  MST 

Region  9  -  GSA  Regional  C^ounsel 
525  Market  Street 
San  FraiKisco,  CA  94105 
(415)  556-3963 
7:45-4:15  PST 

Region  10  -  GSA  R^ional  Counsel 
GSA  Onter 
Auburn,  WA  98002 
(206)  833-5225 
7:304KK)  PST 

GSA/FMPO  1 

System  name:  Em|doyee-Related  Files,  GSA/FMPO 

System  locatioii:  GSA  Building,  18th  &  F  Streets,  NW,  Washing¬ 
ton,  E>C  20405 

Categnries  of  individuals  covered  by  the  system:  Current  and 
Fomwr  Employees  and  Applicants  for  Enjoyment  in  OFMP. 

Categories  at  records  in  the  system:  Personal  data  includes  name, 
home  address  and  telephone  number,  work  location  and  telephone 
number,  social  security  number,  date  of  birth,  date  of  entry  on 
duty,  salary,  grade,  promotions,  within  grade  increases,  age,  educa¬ 
tion,  experience,  Nographical  data,  records  relating  to  attendance, 
tardiness,  work  assignments,  performance,  counseUng,  disciplinary 
actions,  adverse  actions,  conduct,  promotion  evaluations,  equal  em¬ 
ployment  opportunity,  labor  relations,  grievances,  alcolmlism,  and 
letters  of  reference  and  pictures  and  other  similar  data.  Records  are 
used  in  administering  persoiuiel  matters  for  and  about  employees. 
Uses  irKlude  determining  eligibility  for  promotion  atKl  specific 
work  assignments,  monitoring  grievance  proceedings,  evaluating 
wortc  performance  and  other  actions  of  a  siqrervisory  nature. 

Authority  for  maintenance  oi  the  system:  Title  5,  U.S.C.  Section 
301  and  E.O.  11717,  May  9,  1973. 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to  pro¬ 
vide  references  for  enqiloyees  seeking  employment  outside  the 
agency  and  for  those  Routine  Uses  contained  in  the  appendix  fol¬ 
lowing  the  GSA  Notices. 

Policies  and  practices  for  storing,  rctrievhig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  reccHds  in  file  folders  and  card  files. 

RetrievaMlity:  Filed  alphabetically  by  name  of  individual. 

Safeguards:  Building  security  guards.  Records  are  stored  in  locka¬ 
ble  file  drawers  and  desks. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  GSA  Records  Maintenance  and  Disposition 
System  Han<ft>ook  (OAD  P  1820.2). 

System  manager(s)  emi  address: 

\ 

Associate  Admimstrator 
Office  of  Federal  Maiu^ment  Policy 
18th  &  F  Streets.  NW  ‘ 

Washington,  DC  20405 

Notification  pence  dure:  Information  may  be  obtained  from  the 
.  employee’s  supervisor  or  froo)  the  system  manager. 
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Raeord  aocca  proceditK  Requests  for  access  should  be  made  in 
person  or  in  writins  to  the  appropriate  siq>erviaor  or  the  system 
man«fw  in  accofdance  with  41  CFR  105-64. 

CaaScstint  racacd  procedaras:  OSA  rules  for  access  to  records 
and  for  contesting  the  contente  and  appeding  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Fbdend  Re¬ 
gister. 

Rseord  source  categories:  The  data  subject,  other  employees  and 
supervisors. 

GSA/NARS  1 

System  name:  Researcher  Appheation  Files,  OSA/NARS 

Tjrtim  iscatina:  The  system  is  located  in  the  National  Archives 
Budding,  Presiden-  tial  libraries,  Washington  National  Records 
Center,  National  Personnel  Records  Center,  Federal  records  cen¬ 
ters,  arid  Federal  archives  and  records  centers.  The  addresses  are 
list^  in  the  appendix,  f<^wing  Notice  GSA/NARS  10. 

Categories  of  ksdlviduals  covered  by  the  ay  stun;  Researchers  who 
apply  to  use  records  in  the  Natiooal  Archives,  Presidential  libraries, 
a^  records  centers. 

Categories  of  records  la  the  ^staau  Applications  to  use  records 
including  name,  address,  triepbone  nund)er,  occupation,  research 
topic,  education  level,  and  of  interest.  The  records  are  used 
^  officers  and  employees  of  GSA  who  have  a  need  for  the  records 
in  the  performance  of  their  duties  to  identify  and  record  the  in¬ 
dividuals  who  use  records  in  the  National  Arduves  and  other 
repositories  listed  above,  to  provide  a  means  of  contacting  the  in¬ 
dividual  if  additional  iitformation  of  research  interest  to  him  is 
found,  and  to  mail  notices  of  events  and  programs  of  inlerest  to 
users  of  the  records  in  the  National  Archives. 

Aatharity  for  maiaSesuuMe  of  the  syatsmi  44  U.S.C.  2104. 

Renthss  nscs  of  records  maintaiBed  in  the  system^  ksduRsg  csSsgo- 
rks  of  users  aad  the  purposes  of  such  oasa:  The  routine  uses  of  the 
records  as  defined  in  5  U.S.C.  5S2a(aX7)  and  provided  for  in  S 
U.S.C.  SS2a(bX3)  are  described  in  the  appendix  foUowmg  the  GSA 
notices. 

Pottcies  and  practlow  lor  storing,  rstrieviBg,  aeoeaalng,  ratainftag, 
aad  rHspnsing  of  records  fa  the  sytem: 

Stsrage:  Paper  recofds  in  card  fDes  and  file  folders. 

RctrlevablUty:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

*?afrgiiuils~  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  peraormcl  of 
NARS. 

Retentlen  and  (Hsposal:  Records  are  cut  off  aimuaily,  held  one 
year  and  retired.  After  14  additional  years  they  are  destroyed. 
These  procedures  are  in  accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System  (OAD  P  1820.2). 

System  mauagerfs)  sskI  address;  The  agency  official  with  overaB 
responsibility  for  tte  system  of  records  is  the  Archivist  of  the 
United  States,  Natiooal  Arefaves  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW  Washington,  DC,  20406.  Officials  req>onsible 
for  the  geographically  dispersed  system  ot  records  are  the  Assistant 
Archivist  for  t^  National  Archives  at  the  Natiooal  Arduves  Budd¬ 
ing,  the  Directors  of  the  Presidential  Libraries,  the  Directors  of  the 
Federal  Archives  and  Records  Centers,  arid  the  Directors  of 
Fedmal  Records  Centers  at  the  addresses  listed  for  these  locations 
in  the  appendix,  following  Notice  GSA/NARS  10. 

Nolltkalloa  pruecdure:  Information  may  be  obtained  from  the  of- 
fidals  cited  afa>ve  at  the  appropriate  repository  where  individuals 
have  used  records. 

Rceard  access  procerfaresi  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  directors  of  the  Presidential  hbraties,  the 
directors  of  Federal  archives  and  records  centers,  or  the  directars 
of  Federal  records  centers,  depending  on  where  individuals  have 
used  records.  In  person  requests  may  be  made  daring  normal  busi¬ 
ness  hours  listed  for  each  locatioa  in  the  appeni^,  following 
Notice  GSA/NARS  10.  F6r  wrinen  requests,  the  individual  should 
provide  full  name,  address,  and  telephone  number,  and  the  aq^pttud- 
mate  dates  records  were  used.  For  personal  vishs,  the  individual 
should  be  aUe  to  provide  some  acc^ita^  identifi-  cation  such  as 
driver’s  license  or  student  or  employee  identificatian.  Only  general 
inquiries  may  be  made  by  telephone. 

Canicalfag  rseord  precsdacss;  GSA/NARS  rules  for  access  to 
records  and  for  confartjpg  the  contents  and  appealing  initial  deter- 
miaations  are  found  fa  41  CFR  105-64. 


Record  aaaroe  categorim:  Researchers. 

GSA/NARS2 

SyrisHi  aansa:  Reference  request  ffles,  OSA/NARS 

Systun  location;  The  system  is  located  in  the  Natkmnl  Archives 
Budding,  Presi-  dentia)  lifararies,  Waafaingtoa  Natfcmal  Records 
Center.  National  Personnel  Reco^  Center,  Federal  records  cen¬ 
ters,  and  Federal  archives  and  records  centers.  The  addresses  are 
listed  in  the  appendix,  following  Notioe  OSA/NARS  10. 

Calagorira  of  fadhrldaals  covered  ^  the  qntans:  Researchers  and 
correspondents,  requestia^  information  from  the  records  in  the  Na¬ 
tional  Ardirves,  IVesidenw  libraries,  and  records  centers. 

r^gnrira  of  rscords  fa  the  ayatam:  Correspondence,  reference 
service  sUps,  receipts  for  money,  deposit  account  records, 
rqnoduction  orders,  reference  logs,  t*w<ti»«g  files,  and  reference 
filM  pertaining  to  requests  for  into-  matioo,  including  all  or  parts 
of  the  following:  requester’s  name,  address,  telephone  number,  oc¬ 
cupation,  research  topic,  education  level,  a^  fi^  of  interesL  Bio¬ 
graphical  material  rdating  to  mdividuals  who  are  the  subject  oi  die 
reference  inquiries  may  also  be  inchided,  The  records  are  used  by 
officers  and  employees  of  GSA  who  have  a  need  for  the  records  in 
the  performance  of  their  duties  to  record  individual  requests  for  in¬ 
formation  and  the  responses  to  those  requests;  to  maintain  contred 
over  information  requests  received  and  answered;  to  enable  later 
contact  widi  the  requester  if  required;  to  assist  in  the  preparation 
of  standard  replies  to  similar  questitms;  to  facilitate  preparatioo  of 
statistical  and  other  rqnrts;  to  estaisliah  researcher  accoonu-  bdity 
to  records;  to  maintain  control  of  records  being  used;  to  record 
paymeht  for  reproduction  orders  and  funds  placed  on  deposit;  to 
record  loans  of  materials  or  records  from  the  above  locriioru;  to 
monitor  FVeedom  of  Information  Act  requests  and  prepare  rqwto; 
and,  when  requested  by  the  individual  researcher,  to  write  lecom- 
meiidations  for  resear^ers  applying  for  pants  or  enqdoymcnt 

Anthorhy  far  msfatmsnie  of  the  ryfarm-  44  U.S.C  2104  and  2907. 

Ronifac  earn  of  recerdi  Baafatalned  fa  the  syrfaaa,  facfaMlfag  cafag^ 
rics  of  uaers  and  the  parpeaae  of  anch  aaes;  The  routine  uses  of  the 
records  as  defined  in  5  U.S.C.  5S2a(aX7)  aad  wovided  for  in  5 
U.S.C  552a(bX3)  are  described  in  the  appendix  following  the  GSA 
notices. 

■nOBOBl  flBQ  piTBCOCCS  lOw 

asMl  dfaporiag  of  raoords  fa  the  qfam: 

StaragK  Paper  records  in  card  files  and  file  folders. 

Ratrfavablllly:  Filed  alphabetiesdiy  at  each  location  by  name  ot 
individuaL 

SafegnardK  Buildings  employ  security  guards,  aad  records  are 
nminU^ied  in  arem  accesailde  only  to  authorized  personnel  of 
NARS. 

Retrnrinn  ami  dhpoaal:  Records  which  are: 

(1)  created  in  the  administration  of  loans  of  materials  are  cut  off 
after  the  return  of  the  materials,  hdd  one  year,  and  destroyed; 

(2)  created  in  the  process  of  providing  reference  service  by  mail 
are  cut  off  annually,  held  two  years,  aad  destroyed. 

(3)  created  in  tte  process  of  providing  records  to  researchers  in 
the  National  Archives  research  rooms  are  cut  off  annually,  held 
one  year,  and  retired.  After  14  additional  years  they  are  destroyed. 

These  procedures  are  in  accordance  with  the  Iffi,  GSA  Records 
Maintenance  and  Disposition  System  (OAD  P  1820.2). 

System  BMnagerfs)  and  athhvas;  The  agency  official  with  overaD 
responsibility  for  tte  system  of  records  is  the  Archivist  ot  the 
United  States,  National  Arduves  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue.  NW  Washington,  DC,  204^  Officials  responsible 
for  the  geographically  diq;>crsed  system  of  records  are  the  Assistant 
Archivist  for  the  Natiooal  Archives  at  the  National  Archives  Build¬ 
ing,  the  Directors  of  the  Presidential  libraries,  the  Directors  of  the 
Federal  Archives  and  Records  (Centers,  and  the  Directors  of 
Federal  Records  Centers  at  the  addresses  listed  for  these  locatioiu 
in  the  appendix,  following  Notice  OSA/NARS  10. 

NotHlcatlaa  prscedare:  Information  may  be  obtained  hum  the  ot~ 
ficiab  cited  above  at  the  appropriate  repository  where  individuals 
have  used  records  or  directed  inquiries.  The  addresses  are  Mated  in 
the  appendix,  following  Notice  GSA/NARS  10. 

Record  aooeas  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  ArdMves,  the  dnectors  of  the  Presidential  libraries,  die 
directors  of  Federal  archives  and  records  centers,  or  the  dhwetors 
of  Fedend  records  centers,  dqiending  on  where  iadividiials  us^ 
records  or  directed  inqunies.  In  person  requests  may  be  dur- 
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ins  oonnal  business  hours  Bsted  for  each  locatkm  in  the  appendix, 
flowing  Notice  GSA/NARS  10.  For  written  requests,  the  m- 
dividual  should  provide  full  name,  address,  and  telephone  number, 
and  the  approximate  dates  of  the  correspondenj*  or  trans-  acOon. 

For  pers^  visits  the  individual  should  be  tMe  to  provide  some 
identificatioa  such  as  driver’s  license  or  st^nt  ot  e^ 
ployee  identification.  Only  general  inquires  may  be  made  by 
telephone. 

raoanl  procedures:  Contesting  record  procedures; 
GSA/NARS  roles  for  access  to  records  and  for  ^ 

and  appealing  initial  detenmnatwos  are  found  m  41  CFK  105- 

64. 

Record  source  categories:  Researriiers,  correspondents,  and  em¬ 
ployees  of  the  National  Archives. 

GSA/NAKS3 

System  name:  Donors  of  historical  materials  files,  GSA/NARS 
System  location:  The  system  is  located  in  the  National  Archives 
Building  and  the  Presidential  hbraiies.  The  addresses  are  listed  m 
the  appendix,  following  Notice  GSA/NARS  10. 

Categories  of  indMdnalB  ouscred  by  the  syriem:  Donors  and 
potential  donors  of  p^>m  or  other  historical  materials  to  the  Na¬ 
tional  Archives  and  Presideiitial  lft)raiies. 

Categories  of  records  in  the  systens:  Correspoodence,  deeds  of 
gift,  deposit  agreements,  accession  files,  accessk»  cards,  admmis- 
trative  files,  inventory  of  museum  objects,  oral  history  ure  Agree¬ 
ments,  tapes,  and  transcripts,  aO  of  which  rdate  to  the  solicitation 
and  preservation  of  donations.  Also  included  are  biographic^  data 
on  donors  as  weD  as  their  addresses,  teleidione  numbers,  and  occu- 
pations.  The  records  are  primarily  used  by  officers  ai^  employees 
Sf  GSA  who  have  a  need  for  the  records  in  the  performance  of 
their  duties  to  record  soheitatioo  efforts  and  accessioning  of  P^rs 
and  other  historical  materials  for  preser-  vatkm  in  the  above  loca¬ 
tions;  to  maintain  control  Over  the  acces-  sions  program;  to 
facilitate  future  solicitations  of  gifts;  to  record  deeds  <rf  gift;  to 
record  agreements  of  use. 

Authority  lor  asitetauBacc  of  the  tyslciu:  44  U.S.C.  2107  and  2108. 
Routtae  uses  of  records  uiiiatshiril  hi  the  syriem,  luring  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routiM  uses  of 
records  as  defined  in  5  U.S.C.  552a(a)(7)  and  provided  for  m  5 
U.S.C.  552a(bK3)  include  rrieasing  biographi-  cal  material  abwt 
donors  and  prospective  donors  to  the  public  as  weH  as  the  routine 
uses  described  in  the  appendix  following  the  GSA  notices. 

Poiicks  and  praetkes  for  staring,  retrleviug,  accearing,  retahiteg, 
tmi  I  of  records  iu  the  aytens: 

Stance:  Paper  records  in  file  folders;  sound  recordings. 
Retrievriiillty:  Filed  alphabetically  at  each  location  by  name  of 
individual  donor. 

'Taliiaardi-  Buildings  employ  security  guards,  and  records  and 
other  materials  are  maintained  in  areas  accessftile  only  to 
autiiorized  personnel  of  NARS. 

Rcteuliou  and  disposal:  Recmxls  are  permanent.  These  procedures 
are  in  accordance  with  the  HB.  GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2). 

System  managerfs)  sud  address:  The  agency  official  ^  overaU 
responsibility  for  the  system  of  records  is  the  i^chivMt  Uk 
United  Sutes,  National  Archives  Building,  Eii^th  and  Penn^l- 
vania  Avenue,  NW,  Washington.  DC  20408.  Officials  respoi^Tjle 
for  the  geographicafly  dispersed  system  of  records  are  the  ^MstMl 
Archivist  for  the  National  Ardiives  and  the  Assistant  Archivist  for 
Presidential  Ubraries  at  the  National  Archives  Budding,  ^  the 
Directors  of  the  Presidential  Ubraries.  The  addresses  are  hsted  m 
the  appendix  following  Notice  GSA/NARS  10. 

Nut  gif  Btina  prtxedare:  Infonnation  may  be  obtained  from  tte  <d- 
ficials  cited  above  at  the  appropriate  repository  where  i^viduals 
have  donated  materials  or  from  which  they  have  reemyed  requests 
for  donatio*  The  addresses  are  bsted  in  the  appendix,  following 
Notice  GSA/NARS  10. 

Racuid  aceem  prooadurcs:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Arduvist  fre  ^  Na¬ 
tional  Archives  or  the  Assistant  Archivist  for  Presidential  Ubranes 
or  the  directors  of  Presidential  bfararies  depenefing  on  which  reposi¬ 
tory  the  individual  been  associated  with.  In  person  requests 
mav  be  made  during  normal  business  hours  bsted  for  each  location 
-in  the  appendix,  following  Notice  GSA/NARS  10.  For  wntteii 
requests,  the  individual  should  provide  fuB  name,  address,  and 


trifpborw  nundxr,  and  the  approximate  dates  of  the  corre^n- 
dence  or  transaction.  For  personal  visiu  the  individ-  ual  should  be 
ab4e  to  provide  some  acceptable  identification  such  as  driver’s 
license,  employee  identification  card.  etc.  Only  general  inquiries 
may  be  made  Ity  tdqphone. 

Cordcsth^  record  procedmes:  GSA/NARS  rules  for  access  to 
records  and  for  contestii«  the  contents  and  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  105-64. 

Record  source  categories:  Donors,  potential  donors,  and  em¬ 
ployees  of  the  National  Archives. 

GSA/NARS4 

System  mane:  National  and  Regional  Archives  Advisory  Council 
ffles,  GSA/NARS. 

System  location:  The  system  is  located  in  the  National  ArcWves 
Buildup,  the  Federal  archives  and  records  centers,  and  the  regioi^ 
archives  headquarters.  The  addresses  are  bsted  in  the  appendix, 
following  Notice  GSA/NARS  10. 

Categories  of  individuals  covered  by  the  system:  Former,  current, 
and  prospective  Council  members. 

Categories  of  lecordi  in  the  system:  Correspondence  with  and  bio¬ 
graphical  information  about  former,  current,  and  prospective  Coun- 
cU  meiiAiers  including  all  or  parts  of  the  foUo^:  riame,  address, 
teleph^  number,  education,  professional  vita,  and  publications. 
The  records  are  used  by  officers  and  employees  of  GSA  who  have 
a  need  for  the  records  in  the  performance  of  their  duties  to  review 
professional  quabfica-  tions  <rf  prospective  Council  members;  to 
document  activities  of  the  Councils  themsdves;  to  conduct  futi^ 
correspondence  with  Council  members;  to  serve  as  a  mailing  Hst 
with  current  and  past  members;  to  record  the  individual  Council 
members’  role;  and  to  help  formulate  Couned  pobey. 

Authority  lor  maintenanoe  of  the  syriem:  5  U.S.C.,  Appendix  I, 
Section  8. 

nes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  inets  and  the  purposes  of  such  uses:  Biographic^  material 
relating  to  Council  members  is  made  available  to  the  public  for  pur¬ 
poses  of  publicizing  the  membership  and  activities  of  the  Councils. 

Policies  and  practices  lor  staring,  retrieving,  accessing,  retaining, 
Mwl  of  lecords  in  the  sytem: 

Stance:  Paper  records  in  file  folders. 

RetrievabiUty:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguaitk:  Buildings  ontfioy  security  guards,  and  records  are 
maintained  in  areas  accessiide  only  to  authorized  personnel  of 
NARS. 

Bftentlon  and  dfeposal:  Records  are  cut  off  after  each  meeting, 
held  five  years,  and  offered  to  the  National  Archives  (Regional 
council  files  are  destroyed  after  five  years).  These  procedures  are 
in  accordance  vrith  the  HB,  GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2) 

System  mani«er(s)  Mid  address:  The  agency  official  with^overall 
responsibibty  for  the  system  of  records  is  tlM  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington.  DC  20408.  Officials  responsible 
for  the  geographicaUy  dispersed  system  of  records  are  the  .^sistant 
Arcluvist  for  the  National  Archives  and  the  Assistant  Arcluvist  for 
Programs  at  the  National  Archives  Building,  the 
Directors  of  the  Federal  Archives  and  Records  Centers  and  the 
NARS  Regional  Commissiooers.  The  addresses  are  bsted  in  the  ap¬ 
pendix  following  Notice  GSA/NARS  10. 

Notfficution  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  t^^  appropriate  location  in  the  region  where 
individuals  serve,  have  served,  or  might  serve  on  the  Council.  The 
addresses  are  bsted  in  the  appendix,  following  Notice  GSA/NARS 
10. 

Record  maxa  prooednrea:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives  or  to  the  Assistant  Archivist  for  Educational  Pro¬ 
grams,  the  regional  commiSBioners  or  the  directors  of  Federal 
archives  and  records  centers  depending  on  the  location  of  the 
Council  with  which  the  individual  has  bjren  associat^.  In  person 
requests  may  be  made  daring  normal  business  hours  bsted  for  each 
location  in  the  appendix,  following  Notice  GSA/NARS  10.  For 
written  requests,  the  individual  should  provide  fuU  name,  address, 
number,  and  if  appbcable,  dates  of  service.  For  personal 
visits  the  individual  should  be  aMe  to  provide  some  acceptable 


mBttAL  aOKTR  VOL.  40,  HO.  1«7.WBINKSOAV.  AUOUST  27.  I«7S 


/ 


<MMRAL  SnVICiS  ADMIMSTIA1ION  39163 


identiflcatioa.  such  as  driver’s  bcease,  employee  ideotificatiao 
card,  etc.  Only  general  inquhies  may  be  made  by  telephooe. 

Caalatli^  reoacd  procediiraat  OSA/NARS  niks  for  access  to 
recofxls  and  for  contesting  the  contents  and  appealiag  initial  deter¬ 
minations  are  found  in  41  CFR  105-64. 

Recard  soarce  catigirlss*  Former,  current,  and  prospective  Coun¬ 
cil  members,  associates  of  Council  members,  and  employees  of  the 
National  Ar^ves. 

GSA/NASS5 

Systeas  aaiat*  Conference  and  rdated  activities  fQes,  OSA/NARS 

Syatens  locatloa:  The  system  is  located  in  the  Natiosial  Archives 
Buflding,  the  Presidential  libraries,  Washington  National  Records 
Center,  National  Personnel  Records  Center,  Federal  records  cen¬ 
ters,  the  Federal  archives  and  records  centers,  and  NARS  regio^ 
headquar-  ters  offices.  The  addresses  are  listed  in  the  appendix, 
following  Notice  OSA/NARS  10^ 

Calegerica  of  IndtvMaals  coaarsd  by  the  syitaa:  Participants  or 
potent^  participants  in  symposia,  conferences,  lectures,  etc. 

Catrgai^  of  records  hi  the  syeteni;  Bioipphical  mfonnation 
about  individuate  involved  in  Umm  activ-  ities  faichiding  the  in¬ 
dividual’s  name,  address,  telephone  number,  area  of  expertise, 
research  interest,  occupation,  education,  and  publications.  The 
records  me  used  by  officers  and  employe  of  OSA  who  have  a 
need  for  tte  records  in  the  performance  of  their  duties  in  the  vari¬ 
ous  archival  programs  indilmted  above;  to  provide  a  record  of 
previous  activities;  to  promote  the  use  of  archival  materials;  to  pro¬ 
vide  mailing  hsts;  to  facilitate  pubheation  of  the  activity’s 
proceedings;  and  to  roister  persons  attending  the  activity. 

Aathority  far  BMhtecaancc  of  the  syetena:  44  U.S.C.  2105 

Reutlai  uses  ef  records  mainlafaKd  la  the  syitem,  lacladteg  calcgo- 
rtes  of  users  and  the  putposee  of  such  usee:  The  routine  uses  of 
records  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in  5 
U.S.C.  552a(bX3)  are  described  in  the  appendix  following  the  OSA 
notices. 

Pottcles  and  practices  lor  staring,  retrievtag,  arcveidng,  retaining, 
and  dhpoeing  of  records  far  the  qrtcBK 

Storage;  Paper  records  in  card  files  and  file  fidders. 

Retrlcvabaity:  Rled  alphabetkaOy  at  each  location  by  name  of 
individnaL 

Telt|nerdi~  Buildings  employ  security  guards  and  records  are 
in  arcas  accessible  only  to  authorized  personnel  of 

NARS. 

Retention  and  dhpoaal:  Records  are  cut  off  after  the  event,  held 
for  one  year,  and  destroyed.  These  procedures  are  in  accordance 
with  tiie  HB,  GSA  Reconls  Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

System  nmaagerte)  and  addtuae:  The  agency  official  with  overafl 
responsilnlity  for  tte  system  of  records  is  the  Archivist  of  the 
United  Sta^,  National  Archives  Buildiog,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington,  DC  20408.  Officials  responsi^ 
for  the  geographicaBy  dispersed  S3rstem  of  records  on  the  Assistant 
Archivist  for  the  National  Archives  and  the  Assistant  Archivist  for 
Educational  Programs  at  the  National  Archives  Buildiag.  the 
Directors  of  the  Presidential  Librariss,  the  Dersetors  oi  Federal 
Records  Centers,  and  the  Regional  Commiaaioners.  The  addresses 
are  listed  in  the  q^pendix  following  Notice  GSA/NARS  10. 

Netiflcatlan  procedurut  Inforanlioo  may  be  obtained  from  the  of- 
fichds  cited  above  at  the  appropriate  location  which  sponsored  the 
activity  which  the  individoal  attended  or  in  which  he  partiepnted. 
The  addresses  are  listed  in  the  appendix,  foBowing  Notice 
GSA/NARS  10. 

Ha  card  aeeam  piauidarmi  Requeats  from  individnate  to  acoese 
recorda  should  be  addresaed  to  the  Assistant  Arcliiviat  for  the  Na¬ 
tional  Archivea,  the  Assistant  Archivist  for  Educational  Programs, 
tin  dteectors  ^  Presideatial  Ubniies,  the  dhectora  of  Federal 
recorda  centere  or  the  r^ional  commissionere.  In  pereon  requestt 
may  be  made  dladag  normal  buai-  neea  houia  listed  for  each  locn- 
tioa  in  the  appendix,  following  Notice  GSA/NARS  IQl  For  written 
reqneets,  the  individttal  should  provide  ful  name,  ackhese, 
tekpteona  number,  and  the  dates  of  the  activity.  Fbr  prfsrmal  visits 
the  inuividual  shwild  be  able  to  provide  aome  acceptable  identifica¬ 
tion  such  as  a  driver’s  hoenae  or  an  employee  identification  card. 
Only  general  iaquitiee  may  ba  made  by  telephone. 

Caaeollag  rsoerd  precednreei  GSA/NARS  rules  for  access  to 
records  ana  for  contesting  the  contenta  and  appealing  initial  deter- 
mmatiortt  are  found  in  41  CFR  1054M. 


Record  eemrci  catagorlm:  Ihuticipwile,  attendees,  and  enqployees 
at  the  National  Arclitvee. 

GSA/NARS6 

System  name;  Muling  hat  files,  GSA/NARS 

System  location;  The  system  is  located  hi  the  National  Archives 
Budding.  Presi-  dential  libraries,  Washington  National  Records 
Center,  National  Personnel  Reco^  CeaSer,  Federal  records  cen¬ 
ters.  Federal  archives  and  records  centers  and  NARS  r^sonal 
headquarters  offices.  The  addresses  are  listed  htthe  appendix,  fed- 
lowing  Notice  GSA/NARS  10. 

Categorhj  of  hwBvIrtaali  covered  by  the  eyateau  Researchers, 
tourists,  governmem  officials,  professions!  colleagues,  profes¬ 
sionals  in  related  fidds.  such  as  librathms.  teachers,  associates  of 
the  National  Ardiives,  and  others  with  an  interest  in  National 
Archives  activities. 

Categoelu  of  recorde  In  the  syetem;  Mailing  hsts  include  primarily 
the  iiiAvidiial’s  name  and  address.  Som  Itets  aho  mchade 
telephone  number,  tide,  occupation,  institutional  affiliation  and  in 
the  case  of  the  associates,  type  of  membership.  Records  are  used 
by  cdlicers  and  employees  of  GSA  who  have  a  need  for  the  records 
in  the  pefformance  at  their  duties,  to  address  newsletters,  an¬ 
nounce-  ments,  programs,  and  material  tbaut  special  events;  to  bill 
researchers  for  reproduction  orders;  and  to  mail  press  rdea^  and 
other  information. 

Amhsrity  fur  iwtentenuiee  of  the  lyslwa-  44  U.S.C.  2105.  2108. 
2307,  2902,  and  2904. 

Routine  uem  of  reoords  nufatalned  hi  the  syitein,  hwludiag  catego¬ 
ries  of  nocre  and  the  purposes  of  such  nuR  Where  the  proposed  use 
is  compatible  with  tiie  pun^ose  for  whidi  the  mailing  hst  was  com¬ 
piled,  copies  of  the  Ints  arc  occasionally  provkM  to  archival, 
historical,  and  records  management  assodatioiu  whose  purposes 
rdate  to  the  programs  and  ahns  of  the  National  Archives  and  • 
Records  Service. 

Policies  snd  practices  lor  teorteg^  retrlevhig,  aoeesriag,  retahihig, , 
and  dtepoflhig  of  reeordi  in  the  sytane 

Stangge;  Paper  records  in  card  files,  index  cards,  address  plates, 
magnetic  cards,  punch  cards,  cassettes,  magnetic  tape. 

Rctrirvafailhy;  Filed  alphabetically  at  each  location  by  name  of 
individual. 

SafegaerdR  Buildings  enqdoy  security  guards  and  records  are 
maintained  in  areas  accesrible  only  to  authorized  personnel  of 
NARS. 

Retention  and  dhposal;  Lists  are  reviewed  annually,  and  updated. 
Outdated  information  is  purged.  These  procedures  are  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Di^msition 
System  (OAD  P  182a2).  ~ 

System  inanager(s)  and  addrme;  The  agency  official  with  overall 
responsibflity  for  the  system  of  reoords  is  the  Archivist  rd  the 
Uitited  Statm,  National  Archives  BuiUmg.  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington.  DC  20408.  Officiate  responsible 
for  the  geogriq>hically  dispersed  system  of  records  are  the  Assietant 
Archiviat  for  the  National  Archives,  the  Assistant  Archivist  for 
Presidential  Libiwies,  the  Assistant  Arcliiviat  for  Educational  I¥o- 
grams  and  the  Asatetant  Archivist  for  Records  Management,  all 
located  in  the  National  Archives  Buildiag.  Other  officiate  arc  the 
Directors  of  the  ftesidendal  Libraries,  the  Directors  of  Federal 
Reoords  Centers,  Directors  of  Federal  Archives  and  Records  Cen¬ 
ters,  and  the  NARS  Regiomd  Commissioners.  The  addnhses  for 
these  locations  are  liiied  in  the  appendix  following  Notice 
GSA/NARS  la 

NodBcetten  procedme:  Information  may  be  obtained  from  the  of- 
fidate  cited  above  at  tiic  appropriate  location  in  which  tha  in¬ 
dividual  has  expressed  an  interest  or  in  which  he  has  a  potential  in¬ 
terest.  The  addresses  are  listed  in  the  appeiKhx,  following  Notice 
OSA/NARS  la 

Raond  aeeam  prooedanK  Requeats  bom  individuate  to  access 
recorda  should  be  addressed  to  tM  Assistant  Arduviat  for  the  Na¬ 
tional  Ardiives,  the  Asatetant  Ardaviat  for  fteddenfiai  Libraries, 
the  Assistant  Aichivtet  for  Edtecational  Pregganm.  the  Aaasstant 
Ardiivist  for  Rcooids  Maaaga-  naent,  tha  directots  of  the  n«- 
sidential  hbrariea,  the  dhectm  of  the  Federal  records  centers, 
directars  of  Feds^  aeddves  and  records  ceidars,  or  the  regional 
fomiiiteeinnffi  lUpi  mling  on  which  archives  activity  the  individiial 
expressed  an  latest  in.  In  person  requests  may  aiw  be  made  dur¬ 
ing  normal  badness  hours  Iteted  for  each  locathm  in  the  appendix, 
foBowing  Notice  OSA/NARS  1(X  For  written  requestt.  the  in- 
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ing  normal  business  hours  listed  for  each  locatioo  in  the  appendix, 
following  Notice  GSA/NARS  10.  For  written  requests,  the  in¬ 
dividual  should  provide  fuU  name,  address,  and  telephone  nundier, 
and  the  approximate  dates  of  the  correspondence  or  trans-  action. 
For  persoiud  visits  the  individual  should  be  tMe  to  provide  some 
acceptable  identification  such  as  driver’s  license  or  student  or  em¬ 
ployee  identification.  Only  general  inquires  may  be  made  by 
telq>hone. 

Caatestiag  record  procedures;  Contesting  record  procedures; 
GSA/NARS  rules  feu-  access  to  records  and  for  contesting  the  con¬ 
tents  and  ai^iealing  initial  determinatioos  are  found  in  41  CFR  lOS- 
64. 

Record  source  categorieB:  Researchers,  correspondents,  and  em¬ 
ployees  of  the  National  Archives. 

GSA/NARS  3 

System  name:  Donors  of  historical  materials  files,  GSA/NARS 

System  Ucatlon;  The  system  is  located  in  the  National  Archives 
Building  and  the  Presidential  Mbiaries.  The  addresses  are  listed  in 
the  appendix,  following  Notice  GSA/NARS  10. 

Categories  of  ImMridmds  covered  by  the  system:  Donors  and 
potential  donors  of  papm  or  other  historical  materials  to  the  Na¬ 
tional  Archives  and  Presidential  ISiraries. 

Categories  of  records  to  the  qpstem:  CorreqKindence,  deeds  of 
gift,  deposit  agreements,  accession  files,  accession  cards,  adminis¬ 
trative  foes,  inventory  of  museum  objects,  oral  history  use  agree¬ 
ments,  tapes,  and  tnuiscrq[»ts,  aO  of  vriuch  relate  to  the  solicitation 
and  preservation  ot  donations.  Also  included  are  biographical  data 
on  donors  as  well  as  their  addresses,  triephone  numbers,  and  occu¬ 
pations.  The  records  are  luimaiily  used  ^  officers  and  employees 
of  GSA  who  have  a  need  for  tte  records  in  the  performance  of 
their  duties  to  record  solicitation  efforts  and  accessioning  of  papers 
and  other  historical  materials  for  preser-  vation  in  the  above  loca¬ 
tions;  to  maintain  control  over  the  acces-  sions  program;  to 
facilitate  future  solicitations  of  gifts;  to  record  deeds  of  gift;  to 
record  agreements  of  use. 

Authority  for  wajutruaurr  of  the  syataa:  44  U.S.C.  2107  and  2106. 

Routiuc  uses  of  records  asaiuitaiued  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purpsoei  of  such  uses:  The  routine  uses  of 
records  as  defined  in  5  U.S.C.  SS2a(a)(7)  and  provided  for  in  5 
U.S.C.  5S2a(bK3)  include  rrieasing  btographi-  material  about 
donors  and  prospective  donors  to  the  pubik  as  weH  as  the'  routine 
uses  described  in  the  iq>pendix  following  the  GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  liiapnsing  of  records  in  the  tytem: 

Storage;  Paper  records  in  file  folders;  sound  reemdings. 

Retrievabillty:  Filed  alphabetically  at  each  location  by  name  of 
individual  donor. 

Safeguards:  Buildings  employ  security  guards,  and  records  and 
other  materials  are  nuuntained  in  areas  accessible  only  to 
authorized  personnel  of  NARS. 

Retention  and  illspnisl;  Records  are  permanent.  These  procedures 
are  in  accordance  with  the  HB,  GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2). 

System  nmnagerfs)  and  address:  The  agency  official  with  overall 
responsibility  for  the  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Washington,  DC  20408.  Officials  retymnsiMe 
for  the  geographicaOy  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  and  the  Assistant  Archivist  for 
Presidential  Libraries  at  the  National  Archives  Building,  and  the 
Directors  of  the  Presidential  LSiraries.  The  addresses  are  listed  in 
the  appendix  following  Notice  GSA/NARS  10. 

Mstlfii  Bliiin  procedure:  Informatijn  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  the  appropriate  repository  where  individuals 
have  donated  materials  or  from  which  they  have  received  requests 
for  donations.  The  addresses  are  listed  in  the  appendix,  following 
Notice  GSA/NARS  10. 

Record  acocm  procedures:  Requests  from  imhviduals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na- 
tiofud  Archives  or  the  Assistant  Archivist  for  Presidential  Libraries 
or  the  directors  of  Presidential  libraries  depending  on  which  reposi¬ 
tory  the  individual  has  been  asaoemted  with.  In  person  requests 
may  be  made  during  normal  business  hours  listed  for  each  location 
'in  the  appendix,  following  Notice  GSA/NARS  10.  For  written 
requests,  the  in^Uvidual  should  provide  fuB  name,  address,  and 


telephone  nundser,  and  the  rqjproximate  dates  of  the  correspon¬ 
dence  or  transaction.  For  personal  visits  the  individ-  ual  should  be 
able  to  provide  some  acceptable  identification  such  as  driver’s 
license,  employee  identification  card,  etc.  Only  general  inquiries 
may  be  made  Ity  telephoiie. 

Conlmting  record  procedures:  GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  105-64. 

Record  source  catcgoricB:  Donors,  potential  donors,  and  em¬ 
ployees  of  the  National  Archives. 

GSA/NARS4 

System  name:  Natkmal  and  Regional  Archives  Advisory  Council 
fUes,  GSA/NARS. 

Syriem  locatfon:  The  system  is  located  in  the  National  Archives 
Building,  the  Federal  arcUves  and  records  centers,  and  the  regional 
archives  headquarters.  The  addresses  are  listed  in  the  appendix, 
following  Notice  GSA/NARS  10. 

Categorim  of  indivkiuals  covered  by  the  tystem:  Former,  current, 
and  prospective  Council  members. 

Catagorim  of  records  in  the  system:  Correspondence  with  and  bio¬ 
graphical  information  about  former,  current,  and  prospective  Coun¬ 
cil  members  including  all  or  parts  of  the  foUowmg:  name,  address, 
telephone  number,  education,  prcrfessional  vita,  and  publications. 
The  records  are  used  by  officers  and  employees  of  GSA  who  have 
a  need  for  the  records  in  the  performance  of  their  duties  to  review 
professional  quaUfica-  tkms  of  prospective  Council  members;  to 
document  activities  of  the  Counefls  theinselves;  to  conduct  future 
correspondence  wnth  CouncQ  men^jers;  to  serve  as  a  mailing  list 
with  current  and  past  members;  to  record  the  individual  Council 
members’  role;  and  to  he4>  formulate  Council  policy. 

Anthorlty  lor  malntrnanrf  of  the  system:  S  U.S.C.,  Appendix  I, 
Section  8. 

Houtiae  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Biographical  material 
relating  to  Counefl  members  is  made  av^ulable  to  the  public  for  pur¬ 
poses  of  publicizing  the  membership  and  activities  of  the  Councils. 

Policies  and  praetkm  for  storing,  retrieving,  accessing,  retaining, 
and  diiynahig  of  records  in  the  sytem: 

Storage;  Paper  records  in  file  folders. 

RetrievabURy:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  emi^y  security  guards,  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

ReteaSion  and  dispasal:  Records  are  cut  off  after  each  meeting, 
held  five  years,  and  erffered  to  the  National  Archives  (Regional 
ccMincil  files  are  destroyed  after  five  years).  These  procedures  are 
in  accordance  with  the  HB,  GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2) 

Syrian  managers)  and  adihess:  The  agency  official  witfi,  overall 
responsibility  for  the  system  <rf  records  is  the  Archivist'  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW.  Washington,  DC  20408.  Officials  responsible 
fw  tte  geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  and  the  Assistant  Archivist  for 
E^cational  Programs  at  the  National  Archives  Building,  the 
Directors  of  the  Federal  Archives  and  Records  Centers  and  the 
NARS  Regional  Commissioners.  The  addresses  are  listed  in  the  ap¬ 
pendix  following  Notice  GSA/NARS  10. 

NodOcation  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  t^  appropriate  location  in  the  region  where 
individuals  serve,  have  served,  or  might  serve  on  the  Council.  The 
addresses  are  listed  in  the  appendix,  following  Notice  GSA/NARS 
10. 

Rroord  aceess  prooedurm:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Arclavist  for  the  Na¬ 
tional  Archives  or  to  the  Assistant  Archivist  for  Educational  Pro¬ 
grams,  the  regional  commissioners  or  the  directors  of  Federal 
archives  records  centers  depetaling  on  the  location  of  the 
Council  with  which  the  indivkkud  has  been  associated.  In  person 
requests  may  be  made  during  normal  business  hours  listed  for  each 
location  in  the  appendix,  followup  Notice  GSA/NARS  10.  For 
written  requests,  the  individual  should  provide  full  name,  address, 
telephone  number,  and  if  applicable,  dates  of  service.  For  persona! 
visits  the  individual  should  be  able  to  provide  some  acceptable 
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identificatioa,  suda  as  driver’s  license,  employee  identification 
card.  etc.  Only  general  inqoiiies  may  be  made  by  telephone. 

Caatestli^  reostd  proesdarsa:  OSA/NARS  rules  for  access  to 
records  and  for  contestmt  the  contents  and  appealiag  initial  deter¬ 
minations  are  found  in  41  CFR  105-64. 

Raoard  source  cainsriiaT  Former,  current,  and  prospective  Coun¬ 
cil  members,  associates  of  Council  members,  and  emf^oyees  of  the 
National  Archives. 

GSA/NARS5 

System  aama?  Conference  and  related  activities  files,  OSA/NARS 

System  location;  The  system  is  located  in  the  National  Archives 
Budding,  the  Presidential  libraties,  Washington  National  Records 
Center,  National  Personnel  Records  Center.  Federal  records  cen¬ 
ters,  the  Federal  archives  and  records  centers,  and  NARS  regio^ 
bea^uar-  ters  offices.  The  addresses  are  listed  in  the  appOKhx, 
following  Notice  OSA/NARS  Id. 

CategoricB  of  Indhrlduals  comrtd  by  the  qrsicm:  Participants  or 
potent^  participants  in  symposia,  conferences,  lectures,  etc. 

Categorto  of  records  fas  the  systen:  Bio^paphical  information 
about  individuab  involved  in  th^  activ-  ities  including  the  in¬ 
dividual’s  name,  address.  telq>hoiw  munber,  area  of  expertise, 
research  interest,  occupation,  education,  and  publications.  The 
records  are  used  by  officers  and  engiloyees  of  OSA  who  have  a 
need  for  the  records  in  the  performance  of  their  duties  in  the  vari¬ 
ous  archival  programs  indioded  above;  to  provide  a  record  of 
previous  activities;  to  promote  the  use  of  archival  materials;  to  pro¬ 
vide  mailing  lists;  to  facilitate  pubheatioo  of  the  activity’s 
proceedings;  and  to  roister  persons  attending  the  activity. 

Authority  for  uiaiiiitfiisnrr  of  the  system;  44  U.S.C.  2103 

rtae  of  seers  and  the  puruoem  of  such  usee:  The  routine  uses  of 
records  as  defined  in  S  U.S.C.  552a(aX7)  and  provided  for  in  5 
U.S.C.  S52a(bX3)  are  described  in  the  appendix  following  the  GSA 
notices. 

Polkfas  and  praetloa  for  stmlug,  retrieving,  acceasfaig,  retaining, 
aad  disposhig  of  records  in  dm  aytem; 

Storage;  Paper  records  in  card  files  and  file  fedders. 

RetrlevabUlty:  Rled  alphabeticaOy  at  each  location  by  name  of 
individnaL 

Safe|uardy  Buildings  employ  security  guards  and  recorda  ara 
mainuimed  in  areas  accessible  only  to  autborized  personnel  of 
NARS. 

Rsteatlon  and  dhpoaal:  Records  are  cut  off  after  the  event,  held 
for  one  year,  and  destroyed.  These  procedures  are  in  accordance 
with  the  HB,  GSA  Records  Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

Symsm  amangsr(s)  and  address:  The  agency  official  with  overall 
responsibility  for  the  system  of  records  is  the  Archivist  of  die 
United  Statn,  National  Archivea  Building,  Eigbdi  and  Penniyl- 
vania  Avenue,  NW,  Washington,  DC  20408.  Offidala  responsible 
for  the  geographkatty  dispersed  system  of  records  ars  tha  Assistant 
Archivist  for  tha  National  Archives  and  the  Assistant  Arduvist  for 
Educational  Profyama  at  the  National  Archivea  Bidldiag.  the 
Directors  of  the  Presidential  I.ibrariaa,  tha  Dirsetan  of  Federal 
Records  Centers,  and  the  Regional  CommtBakmera.  The  addressm 
are  listed  in  tha  qtpendix  following  Notice  GSA/NARS  10. 

Nsllficsdaa  proesdasu:  Information  may  bu  obtained  from  the  of- 
ficida  cited  above  at  the  appropriate  locatioo  which  sponsored  the 
activity  which  the  individual  attended  or  in  which  he  partiepated. 
Tbs  addreasas  ara  listed  in  the  appendix,  following  Notice 
GSA/NARS  10. 

Bscard  aecem  praesdurmt  Requests  from  mdividuali  to  acoem 
records  should  be  addressed  to  the  Assistant  Ardaviat  for  the  Na¬ 
tional  Archivaa,  tha  Assistant  ArchiviBt  for  Fxhicational  Prognana, 
the  directors  of  Presidential  Itbrsnes,  tha  dhactors  of  Fedanl 
reconb  centers  or  tha  regional  mnwnisrinnrrs.  In  penoo  requests 
may  be  made  during  normal  busi-  nem  hours  listed  for  each  loca¬ 
tioo  in  tha  appendix,  fdlowiag  NoCica  OSA/NARS  lOi  For  written 
requeats,  tha  individual  should  provide  ful  naaia,  addteaa, 
telephone  number,  and  the  dates  of  the  activity.  For  prrsnnal  virits 
tha  individual  «hntiM  be  able  to  provide  soma  aooept^bla  identifica- 
ikm  such  aa  a  dhriver’s  lioensa  or  an  employee  ideatificatian  card. 
Only  general  inquiriet  may  be  made  by  telaphona. 

Cantarihig  raoaai  prsisinf  i  OSA/NARS  lulca  for  aecem  to 
records  and  for  contaaling  the  contenla  ami  appealing  inlbal  detar- 
nmnitioos  ara  found  in  41  CFR  105-64. 


Record  aomca  categorisa: 
of  the  National  Archives. 

GSA/NARS6 

Syatem  mnaa:  Mailing  list  files,  OSA/NARS 

Syaton  loratioii;  The  system  is  located  in  tha  National  Archives 
Budding,  Preai-  dential  Hbraries,  Washington  National  Records 
Center,  National  Personnel  Reco^  Center,  Federal  records  cen¬ 
ters.  Federal  archives  and  records  centers  and  NARS  regioaal 
headquarters  offices.  The  addmses  are  hMed  nvthe  appendix,  fol- 
lowii«  Notice  OSA/NARS  10. 

Catagorfas  of  hidIvirtBali  ooverad^hy  the  qninmt  Researchers, 
tourists,  government  (^fidah,  prttfesaional  coOeaguas,  profes- 
sionab  in  related  fields,  such  as  librarimu.  teachers,  associates  ot 
the  National  Ardiives,  and  others  with  an  interest  in  National 
Archives  activities. 

Cabgiorks  of  records  in  the  eyabm:  Mailing  Ibta  include  primarily 
the  indvidual’s  name  and  adfhess.  Some  Ibta  Mao  mchidc 
telephone  number,  tide,  occupation,  mstitutiooal  affiliation  and  in 
the  case  of  the  aaaociatea,  type  of  membership.  Records  are  used 
by  (^ficers  and  employees  of  OSA  who  have  a  need  for  die  records 
in  the  performance  ot  their  duties,  to  address  newsletters,  an¬ 
nounce-  ments,  programs,  and  material  about  special  events;  to  bill 
researchers  for  reproduction  orders;  and  to  mail  press  releases  and 
other  infonmUioii. 

Anifaarlty  lor  minimi  ri  of  tha  syalem:  44  U.S.C.  2105,  2108, 
2307,  2902.  and  2904. 

Routhw  uam  ol  racorsb  nmhbahHd  in  tha  syslwn,  lacludlBg  cabgo- 
rlm  of  uBcrs  and  tha  parpmm  of  auch  uaaa:  Where  the  proposed  use 
b  compatible  with  the  purpose  for  whidi  the  hst  was  com¬ 

piled,  copies  of  the  trsu  ara  occaskmaDy  provUM  to  archival, 
historical,  and  records  management  aaaodadons  whose  purposes 
rdatc  to  the  programs  and  aimB  of  the  National  Archives  and  • 
Records  Service. 

Pobebs  ami  practices  lor  alariub  retrisvii^,  aoccarii^,  rstalnhig, , 
and  dfapodag  of  reoards  in  tha  wyttm 

Storags:  Paper  records  in  card  files,  index  cards,  addrem  pbtes, 
magnetic  cards,  punch  cards,  cassettes,  magnetic  tape. 

Rctriavabillty:  Filed  alphabetically  at  each  locatioo  by  name  of 
individuaL 

SaiegBartb:  Buddings  employ  security  guards  and  records  are 
maintained  in  areas  accesrible  only  to  authorized  pcnonnel  of 
NARS. 

Retention  and  dtaposal:  Lists  are  reviewed  anmnOy,  and  updated. 
Outdated  informatioa  b  purged.  These  procedures  are  in  ac¬ 
cordance  with  the  HB,  OSA  Records  Maintenance  and  Dbpoaition 
System  (OAD  P  182a2).  - 

System  insnager(e)  and  adibess;  The  agency  official  with  overall 
responsibility  for  the  system  of  records  u  the  Archivist  of  the 
United  Statm,  National  Archives  Budding.  Ei^ith  and  Pennsyl¬ 
vania  Avenue,  NW,  WaahingUm,  DC  20408.  Officiab  reaponaible 
for  the  geograidiically  dbperaed  system  of  records  are  the  Asabtant 
Archivist  for  the  National  Archives,  the  Asabtant  Arcfahrbt  for 
Presidential  Libraiiea.  the  Asabtant  Archivist  for  Educatioaal  Pro¬ 
grams  and  the  Asabtant  Ardaviat  for  Records  Management,  all 
located  in  the  Nationel  Archivee  Buddiag.  Other  offiebb  arc  the 
Directors  ot  the  Peasdentbl  Ubrariea,  the  Diractors  of  Federal 
Records  Centers,  DirectorB  of  Federal  Archives  and  Records  Cen¬ 
ters,  and  the  NARS  Regional  rommbsioriarm.  The  addrehaea  for 
these  locationa  are  Miied  in  dw  appctalix  foOow^  Notice 
OSA/NARS  la 

NutMIrafiun  nraeabna:  Informatioo  may  be  obtained  from  the  - 
fiebb  cited  uxive  at  die  appropriab  location  in  which  the  in- 
dividiial  has  expressed  an  imereat  or  in  which  he  has  a  potential  in- 
teiest.  The  addrersea  are  listed  a  the  appendb,  faOowiim  Notice 
OSA/NARS  la 

Raoard  aeocas  ptocerteri  Requeab  bom  individiiab  to  access 
records  should  be  addressed  to  die  Assistant  Archivbt  for  the  Na- 
taonal  Ardiivea,  the  Asbstant  Archivbt  for  Presidential  Ubrariea, 
tha  Assistant  Archivist  for  EdncatiorMl  Progmaa,  dw  Asabtant 
Arefaiviat  for  Records  Mannga-  ment.  the  dirsetors  of  the  Pre¬ 
sidential  hbraries.  the  <hrectora  of  die  Fedanl  reeorda  oentan. 
directon  of  Pede^  aschiveB  and  records  renbn,  or  the  rsginiisl 
commbaioiim  depeading  on  wliidi  archivits  activity  the  fakhvidoM 
expressed  an  bicieat  a.  In  peraoa  requests  inny  abo  be  made  dur¬ 
ing  nonnnl  bnbneae  hours  Ibted  far  «Kh  locatfau  in  the  appendix, 
foOowiog  Notice  OSA/NARS  lOi  For  written  reqpieeb.  the  in- 
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dividual  should  provide  fuD  name,  addresa,  and  telephone  number, 
and  the  approximate  date  of  comnnmicatkKi  with  the  rq;x»itary. 
For  r«^«nniil  visits,  the  individual  should  be  able  to  provide  some 
acceptable  tdentification  such  as  a  driver’s  license  or  employee 
identification  card.  Only  general  inquiries  may  be  ma^  by 
telephone. 

Coataili^  raostd  proeedures:  GSA/NARS  rules  for  access  to 
records,  for  contesting  the  consents,  and  for  appealing  initial  deter¬ 
minations  are  found  m  41  CFR  1Q5-M. 

Reoard  sourec  categories:  Individuals  expressing  an  interest  in 
archives  activities  and  NARS  employees. 

GSA/NARS7 

System  aaaic:  Mandatory  review  of  classified  documents/request 
foes,  GSA/NARS 

SyaSan  locatkm:  The  system  is  located  in  the  National  Archives 
Building,  Presidential  19>raries;  Washington  National  Records 
Center,  Federal  records  centers,  imd  Federal  archives  and  records 
centers.  The  addresses  are  listed  in  the  appendix,  fc^wing  Notice 
GSA/NARS  10. 

Categories  of  iadividBals  caveied  by  the  systeas:  Researchers 
requesting  mandatory  review  of  aecinity  classified  documents. 

Categories  of  records  in  the  syaleaK  Applicatioos  requesting  man¬ 
datory  review  of  classified  documents  including  requestor’s  name, 
address,  telephone  luimber,  occupation,  en^doyer,  and  research 
topic.  Records  are  used  by  officers  and  enqdoyees  of  GSA  uho 
have  a  need  for  the  records  in  the  perfor-  mance  of  their  duties  to 
record  requests  for  access  to  security-  classified  records;  to  record 
status  of  each  mandatory  review  request;  to  assist  in  preparation  of 
monthly  reports  on  mandatory  declassification  review  requests;  and 
to  record  action  U^n  on  requests. 

Aidhority  for  malalcBanoe  of  the  qratem:  Executive  Order  1 16S2, 
June  1,  1972. 

Routine  uses  of  records  mainfBfcnril  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sneh  uses:  The  routine  uses  of 
records  as  defined  in  5  U.S.C.  SS2a(aX7)  and  provided  for  in  5 
U.S.C.  SS2a(bK3)  are  described  in  the  tppendix  fc^wing  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  arerwtog,  retahdng, 
and  disposing  of  records  M  the  sytem: 

Storage:  Paper  records  in  card  files  and  file  fedders. 

Retiicvability:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

‘iBffgBsrdr'  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retentioa  and  disposal:  Records  are  cut  off  annually,  held  one 
year,  and  retired.  After  14  additional  years  they  are  destroyed. 
These  procedures  are  in  accordance  w^  the  HB.  GSA  Records 
Maintenance  and  Disposition  System  (OAD  P  1820.2). 

System  asanagerfs)  and  address:  The  age^y  (rffidal  with  overall 
re^nsibility  for  the  system  oi  records  is  the  Archivist  of  the 
United  States  National  Archives  Building,  Eighth  and  Peimsylvania 
Avenue.  NW  Washington,  DC,  20408.  Officios  responsible  for  the 
geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  at  die  National  Archives  Build¬ 
ing,  the  Directors  ot  the  Presidential  Libraries,  the  Directors  of  the 
Federal  Archives  and  Records  Centers,  arid  the  Directors  of 
Federal  Records  Centers  at  the  addresses  listed  for  these  locations 
in  the  appendix  following  Notice  GSA/NARS  10. 

Nstificafioa  pracedmne:  Informatioa  may  be  obtained  frmn  the  of¬ 
ficials  cited  above  at  the  ^ipropriate  repository  where  individuals 
have  requested  mandatory  review  of  classified  records.  The  ad¬ 
dresses  are  listed  in  the  appendix,  foOowmg  Notice  GSA/NARS  10. 

Rccard  twr*—  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  directors  of  the  Presidential  libraries,  directors 
of  Federal  arcMves  and  records  centers,  and  die  directors  of  the 
Federal  reemds  centers,  depending  on  where  the  individual 
requested  the  mandatory  review.  In  person  requests  may  also  be 
made  during  normal  business  hours  listed  for  cmh  location  in  the 
appendix,  followii«  Notice  GSA/NARS  10.  For  written  requests, 
the  individual  should  provide  fuD  name,  address,  tdephone 
munber,  and  the  approximate  dates  research  was  conducted.  For 
personal  visits  the  individual  should  be  aUe  to  provide  smne  ac¬ 
ceptable  identificatioo  such  as  driver’s  license  or  employee  identifi¬ 
cation.  Only  general  inquiiics  may  be  made  by  telepbone. 


Coateating  reooed  prooednres:  GSA/NARS  rules  fw  access  to 
records;  for  contesting  the  contents,  and  for  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  lOS-M. 

Record  somee  csaegorics:  Researchers  who  have  requested  man¬ 
datory  review  of  reemds. 

GSA/NARS8 

System  mnne:  Restricted  and  classified  records/access  authorization 
fQes,  GSA/NARS. 

System  ktcatloa:  The  system  is  located  in  the  National  Archives 
Building,  Presidential  Ubraries,  Washington  National  Records 
Center,  National  Personnel  Reemds  Center,  Federal  recevds  cen¬ 
ters,  a^  Federal  archives  and  records  centers.  The  addresses  are 
listed  in  the  appendix,  following  Notice  GSA/NARS  10. 

Categories  of  indtviduals  oovesed  by  the  system:  Researchers  wlio 
apply  to  use  agency-restricted  or  claissified  records  in  the  National 
.^ux^ives.  Presidential  libraries,  and  records  centers. 

Categories  of  records  in  the  system:  Applications  and  letters  of 
authorization  to  use  restricted/  classified  records,  including  name, 
address,  telq;4iooe  number,  occupation,  employer,  security 
clearance,  social  security  number,  date  and  place  of  birth,  purpose, 
field  of  interest,  citizenship,  intention  to  puMish,  and  type  of  publi- 
catkm.  Records  are  used  by  officers  and  employees  of  GSA  who 
have  a  need  for  the  records  in  the  performance  of  their  duties  to 
control  access  to  restricted  materials;  to  maintain  a  record  of 
requests  for  access;  and  to  authorize  access  to  restricted/  classified 
matter. 

AuthorRy  lor  maintenance  of  the  system:  44  U.S.C.  2104. 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of 
records  as  defined  in  S  U.S.C.  SS2a(aX7)  and  provided  for  in  5 
U.S.C.  S52a(bX3)  include  disclosing  records  to  officials  of  the  agen¬ 
cies  whose  records  are  restricted  as  well  as  the  routine  uses 
described  in  the  sqrpendix  following  the  GSA  notices. 

Polkies  and  praetka  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  hi  the  sytem: 

Storage:  Paper  records  in  card  files  and  file  feeders. 

Retrieyability:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  persotmel  of 
NARS. 

Retendon  and  dispasal:  Records  relating  to  private  individuals 
requesting  access  are  cut  off  armually,  held  one  year,  and  retired. 
After  14  additional  years  they  are  destroyed.  Records  relating  to 
agency  officials  requesting  access  are  destroyed  on  supersession  or 
obscdescence  of  the  authorization  document,  or  on  transfer  or 
separation  of  the  individual  concerned.  These  procedures  are  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  msnsgrr(s)  and  address:  The  agency  official  with  overall 
responsibiUty  fw  the  system  ot  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW  Washington,  DC,.  20408.  Officials  responsible 
for  the  geographically  di^>ersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  at  the  National  Archives  Build¬ 
ing,  the  Directors  the  Presidential  Libraries,  the  Directors  of  the 
Federal  Archives  and  Records  C!enters,  and  the  Directors  of 
Federal  Records  Centers  at  the  addresses  listed  for  these  locations 
in  the  appendix  following  Notice  GSA/NARS  lO. 

Nodficadon  procedure:  Information  may  be  obtained  from  the  ot- 
ficials  cited  above  at  the  appropriate  repository  where  individuals 
have  applied  for  access  to  records.  The  addresses  are  listed  in  the 
appent^,  following  Notice  GSA/NARS  10. 

Record,  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  directors  the  Presidential  libraries,  director 
of  Federal  archives  and  records  centers,  or  the  directors  of  the 
Federal  records  centers,  depending  on  where  the  individual  sub¬ 
mitted  his  applicatkm  for  access  to  the  records.  In  person  requests 
may  also  be  made  during  normal  business  hours  listed  for  each  lo¬ 
cation  in  the  appendix,  following  Notice  GSA/NARS  10.  For  writ¬ 
ten  requests,  the  individual  should  pro-  vide  full  name,  address, 
telephone  number,  and  the  tqiproximate  dates  the  application  was 
made.  For  personal  visits  the  individual  should  be  able  to  provide 
some  acceptable  identification  such  as  driver’^  license  or  employee 
identification.  Only  general  inquiries  may  be  made  by  telephone. 
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riialirtli  rMovd  prooMlurcs:  GSA/NARS  rules  for  access  to 
recoitls  and  for  contesting  the  contents  and  ^jpealing  initial  deter¬ 
minations  are  found  in  41  CFR  lOS-64. 

Record  source  categories:  Researchers  and  agency  officials. 

GSA/NARS  9 

System  name:  Authors  files,  GSA/NARS. 

System  location:  The  system  is  located  in  the  National  Archives 
Building,  the  Presidential  libraries,  and  the  Federal  archives  and 
records  centers.  The  addresses  are  listed  in  the  appendix,  foDowing 
Notice  GSA/NARS  10. 

Categories  of  Mlvldaais  covered  by  the  system:  Authors  whose 
publications  are  based  on  National  Archives  holdings,  and  authors 
who  have  submitted  manuscripts  which  have  been  published  or 
considered  for  publication  in  Prologue:  The  Journal  of  the  National 
Archives. 

Categories  of  records  ia  the  system:  Biographical  information 
about  the  authors  including  such  information  as  name,  address, 
telephone  number,  occupation,  education,  and  research  interests, 
and  manuscript  copies  of  writings.  Records  are  used  by  officers 
and  employees  of  GSA  who  have  a  need  for  the  records  in  the  per¬ 
formance  of  their  duties  to  provide  an  indicatioo  of  specific  areas 
of  interest  in  archival  holdings  and  the  extent  to  which  the 
sclM^arly  community  relies  on  National  Archives  holdings  as  prima¬ 
ry  source  material;  and  to  maintain  a  record  manu-  scripts  which 
F^logue  has  rejected,  or  accepted  and  published. 

Authority  for  mafaitmance  of  the  system:  44  U.S.C.  2307. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  uaers  and  the  purposes  of  such  uses:  The  routine  uses  of 
records  as  defined  in  S  U.S.C.  S52a(aX7)  and  provided  for  in  S 
U.S.C.  S52a(bK3)  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retahalng, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  card  files  or  file  folders. 

RetrievabilMy:  Filed  alphabetically  at  each  location  by  name  of 
individual.  < 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  disposal:  Records  are  cut  off  amiuaQy,  held  two 
years,  and  retired.  These  procedures  are  in  accordance  with  the 
HB,  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  nuinager(s)  and  address:  The  agency  trfficial  with  overaU 
responsibility  for  the  system  of  records  is  the  Archivist  of  the 
United  States,  National  Archives  Building,  Eighth  and  Petmsyl- 
vania  Avenue,  NW,  Washington,  DC  20408.  Officials  responsible 
for  the  geographically  dispersed  system  of  records  are  the  Assistant 
Archivist  for  the  National  Archives  and  the  Assistant  Archivist  for 
Educational  Programs  at  the  National  Archives  Building,  the 
Directors  of  the  Presidential  Libraries,  and  the  Directors  ot  the 
Federal  Archives  and  Records  Centers.  The  addresses  are  listed  in 
the  appendix  following  Notice  GSA/NARS  10. 

Notification  procedure:  Information  may  be  obtained  from  the  of¬ 
ficials  cited  atove  at  the  ai^iropriate  repository  where  individuals 
have  used  records  or  submitted  manuscripts  for  puHication.  The 
addresses  are  listed  in  the  appendix,  following  Notice  GSA/NARS 
10. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  Assistant  Archivist  for  the  Na¬ 
tional  Archives,  the  Assistant  Archivist  for  Educational  Programs, 
the  directors  of  the  Presidential  libraries,  or  the  directors  of 
Federal  archives  and  records  centers.  In  person  requests  may  also 
be  made  during  normal  business  hours  listed  for  each  location  in 
the  appendix,  following  Notice  GSA/NARS  10.  For  written 
requests,  the  individual  should  provide  fuO  name,  address, 
telephone  number,  and  the  title  ot  his  publication.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification  such  as  a  driver's  license  or  an  eiqployee  identifica¬ 
tion  card.  Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA/NARS  rules  for  access  to 
records,  for  contesting  the  contents  and  appealing  initial  determina¬ 
tions  are  found  in  41  CFR  105-64. 

Rertird  aourcc  entegorirs:  Authors  and  National  Archives  em- 
ployeet. 


eSA/NAStSf 

Syatem  mnne:  Employee  rdated  files,  OSA/NARS. 

System  locaHon:  The  system  is  located  in  the  Natkmal  Archeves 
Building,  IVesidential  libraries,  Washington  National  Records 
Center,  National  Personnd  Reexxtis  Oenter,  Federal  records  cen¬ 
ters,  Federal  archives  and  records  centers,  and  NARS  regional 
headquarters’  trffices.  The  addresses  fse  listed  in  the  appendix,  fol¬ 
lowing  Notice  GSA/NARS  10. 

Categories  of  indhrMnA  covered  by  the  system:  Entployees  and 
former  employees  of  the  National  Archives  and  Records  Service. 

Categories  of  recnrdh  hs  the  systeuK  Documents  accumulated  by 
operating  officials  in  administering  personnel  nmtters  for  or  about 
employees,  including  but  not  limited  to,  name,  home  address, 
telephone  number,  work  location  and  tdephone  number,  social 
security  number,  date  of  birth,  date  of  entry  on  duty,  salary,  grade, 
promofions,  within  grade  increases,  age,  education,  experience, 
biographical  data,  records  rdating  to  attendance,  tardhiess,  is¬ 
suance  of  passes  and  keys,  work  assignments,  performance,  work 
measurement,  counsding,  disciplinary  actions,  adverse  actions, 
conduct,  promotion  evaluations,  equal  employment  opportunity, 
labor  rdations,  grievances,  alcoholism,  security  clearances,  and  li¬ 
ters  of  reference  and  pictures.  Record  are  primarily  used  by  of¬ 
ficers  and  employees  ^  GSA  who  have  a  need  for  the  records  in 
the  petftmnance  of  their  duties  to  monitor  and  document  personnel 
actions;  determine  qualifications  for  promotion,  rdated  positions, 
and  specific  worii  assignments;  for  the  convenience  of  the  Person- 
nd  Management  Division  and  supervisors  in  overseeing  eagdoyee 
activities;  to  evaluate  and  rate  perfor-  mance  of  employees;  to 
document  discqdinary  actions;  to  monitor  grievance  proceedings 
and  EEO  complaints;  to  prepare  for  adverse  actions;  to  prepare 
statistical  repo^  to  measure  overall  performance  and  productivity 
of  all  employees;  to  conduct  counseling  sessions;  to  prepare  EEO 
rq;K>rts;  to  prepare  staffing  patterns  and  determine  manpower 
requirements;  and  for  use  as  a  general  management  tool  to  oversee 
personnel  administration  of  the  organization. 

Authority  Ibr  maintenance  of  the  systenu  S  U.S.C.,  Part  III. 

Routine  uses  of  records  maintained  fa  the  system,  haluiRsg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routUK  uses  of 
records  as  defined  in  S  U.S.C.  5S2a(a)(7)  and  provided  for  in  5 
U.S.C.  S52a(bX3)  include  disclosing  information  to  other  agencies 
and  persons  about  employees  seeking  new  employment  and  rdeas- 
^  ing  biographical  sketches  about  eagiloyees  to  other  agencies  or  per¬ 
sons  when  an  employe  activity  is  being  publicized  as  well  as  the 
routine  uses  described  in  the  apfwndix  fmlowing  the  GSA  notices. 

Policies  and  practices  for  slorhgt,  retrievhig,  accessiag,  relaiaiag, 
and  disposiiig  of  records  fas  the  sytem: 

Storage:  Paper  records  in  card  files  and  file  folders. 

Retrievaliility:  Filed  a4>habeticaUy  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of 
NARS. 

Retention  and  dhposal:  Records  are  reviewed  annually,  docu¬ 
ments  are  updated,  and  irrelevant  documents  destroyed.  Records 
are  retained  until  employees  are  separated,  then  destroyed.  These 
procedures  are  in  accordance  with  the  HB,  GSA  Records  Main¬ 
tenance  and  Disposition  System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  agency  official  with  overall 
responsibility  for  the  system  of  records  b  the  Archivist  of  the 
United  States,  Natkmal  Archives  Building,  Eighth  and  Pennsyl¬ 
vania  Avenue,  NW,  Waslungton,  DC  20406.  Officiate  responsible 
'for  the  geographically  dispersed  system  of  records  are  the  Director, 
Personnd  Management  Division  at  the  National  Archives  Building 
or  supervisors  of  the  employees  or  former  employees  at  aO  loca¬ 
tions.  The  addresses  are  listed  in  the  appendix  foOowing  Notice 
GSA/NARS  10. 

Nutiflention  procedure:  Current  employees  may  obtain  informa¬ 
tion  from  their  supervisor  at  the  appropriate  address  hsted  in  the 
appendix,  foDowing  Notice  GSA/NARS  10.  Former  employees  may 
obtain  information  from  the  Director,  Persotmel  Management  Divi¬ 
sion,  at  the  address  Ibted  in  the  appendix,  following  Notice 
GSA/NARS  10. 

Reoord  aoceas  procedures:  Requests  from  current  employees  to 
access  records  should  be  directed  to  the  employees’  supervisor  at 
the  appropriate  address  listed  in  the  appendix,  follow^  Notice 
GSA/NARS  10.  Former  employees  should  direct  requesta  to  access 
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records  to  tlie  Director,  Personnel  Management  Division,  at  the  ad¬ 
dress  listed  in  the  appendix,  following  Notice  OSA/NARS  10.  For 
written  requests,  former  enqrioyees  should  provide  full  name,  ad¬ 
dress.  and  telephone  number,  approximate  dates  and  places  of 
employ-  ment.  Fcx-  p>ersonal  visits  former  employees  should  provide 
some  acceptable  form  of  identification  such  as  n  driver’s  license. 
Only  gennal  inquiries  may  be  made  by  telephone. 

Coatcstinc  record  proocdnrw  GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents  and  appealing  initial  deter¬ 
minations  are  found  in  41  CFR  105-64. 

Record  source  categories:  Employees  and  supervisors. 

Appendix 

GSA/NARS  addresses  of  locations,  telephone  numbers,  and 
business  hours 

Natioiud  Archives  Building 
Eighth  and  Peimsylvania  Avenue,  NW. 

Washington,  DC  20408 
Telephone  (202)  963-1110 
Hours'.  8:45  ajn.  to  5:15  p.ni. 

(Monday  through  Friday) 

Presidential  Libraries 

Herbert  Hoover  Library 
South  Downey  Street 
West  Branch,  lA  52358 
Telephone  (319)  643-5301 
Hours:  900  am.  to  5:00  p.m. 

(Monday  through  Friday) 

Franklin  D.  Roosevelt  Library 
Albany  Post  Road 
Hyde  Park,  NY  12538 
Telephone  (914)  229-8114 
Hours:  9K)0  a.m.  to  5:00  p.m. 

(Monday  through  Friday) 

Harry  S..Truinan  Library 
Hi^way  24  at  Delaware  Street 
Independence,  MO  64050 
Telephone  (816)  833-1400 
Hours:  9:00  am.  to  5:00  p.na 
(Monday  through  Friday) 

Dwight  D.  Eisenhower  Library 
South  East  Fourth  Street 
Abilene.  KS  67410 
Telephone  (913)  827-9738 
Hours:  9:00  am.  to  5:00  p.m. 

(Monday  through  Friday) 

John  F.  Keimedy  Library 
380  Trapelo  Road 
Waltham.  MA  02154 
Telephone  (617)  223-7250 
Hours:  8:30  am.  to  5:00  pm. 

(Monday  through  Friday) 


(MQitary  PBT.umnel  Rectxxls) 

9700  Page  Boulevard 
SL  Louis,  MO  63132 
Telephone  (314)  268-7201 
Ifours:  7:30  am.  to  4:00  pm. 
(Monday  through  Friday) 

(Civilian  Persoimel  Records) 

111  M^rmebago  Street 
SL  Louis.  KK>  63118 
Tdephone  (314)  425-5722 
Hours:  7:30  am  to  4:00  p-no. 
(Monday  throui^  Friday) 

Federal  Records  Centers 

Naval  Supply  Depot 
Building  308 

Mechanicsburg,  PA  17055 
Tdephone  (717)  766«511 
Hours:  7:30  a.iXL  to  4:00  p.m. 
(Monday  through  Fiiday) 

2400  West  Dorothy  Lane 
Dayton.  OK  45439 
Tdeptm  (513)  461-5597 
Hours:  7:30  am  to  4KX>  p.m. 
(Monday  through  Ftiday) 

Federal  Archives  and  Records  Centers 

380  Trapdo  Road 
Waltham.  MA  02154 
Telephone  (617)  223-2657 
Hours:  8KX)  a.nL  to  4:30  p.m. 
(Monday  through  Friday) 

Milit^  Ocean  Terminal 
Building  22  , 

Bayonne.  NJ  07002 
Telephone  (201)  858-7161 
Hours:  8:00  am  to  4:30  p.m. 
(Monday  throu|^  Friday) 

5000  Wissahickon  Avenue 
Philadelphia,  PA  19144 
Telephone  (215)  438-5200 
Hours:  8KX)  a.m.  to  4:30  pm 
(Monday  through  Friday) 

1557  SL  Joseph  Avenue 
East  Point.  GA  30344 
Telephone  (404)  526-7475 
Hours:  8:00  a.m.  to  4:30  p.m. 
(Monday  through  Friday) 

7958  South  Pulaski  Road 
Chicago.  IL  60629  ' 

Tekphone  (312)  353-8544 
Hours:  8K)0  a.m.  to  4:30  p.nL 
(Monday  through  Friday) 


Lyndon  B.  Johnson  Library 
2313  Red  River  ' 

Austin,  TX  78705 
Telephone  (512)  397-5137 
Hours:  9H)0  am.  to  5:00  pm 
(Monday  through  Friday) 

Washington  National  Records  Cerder 
4205  Suitland  Road 
Suitlaad,  MD~MAILING  address'. 
General  Services  Administration 
Washington  National  Records  Center 
Washington.  DC  20409 
Tdephonc  (301)  763-7000 
Hours:  8KX)  am  to  4:30  p.m. 
(Monday  through  Friday) 

National  Personnel  Records  Center 


2306  East  Barmister  Road 
Kansas  City.  MO  64131 
Tdq^hone  (816)  926-7271 
Houm  8K)0  am  to  4:30  pm 
(Monday  through  Friday) 

4900  Heitvhill  Street 
Fort  Worth,  TX  76113 
Tdephone  (817)  334-5515 
Houn:  SKX)  am  to  4:30  p.in. 
(Monday  throu^  Friday) 

Buildmg48  ‘ 

Denver  Federal  Center 
Denver.  CO  80223 
Tekphone  (3(0)  234-3185 
Hours:  8KX)  am  to  4:30  pm 
(Monday  throu^  Friday) 
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1000  Commodore  Drive 
San  Bnino.  CA  94066 
Telei^ne  (415)  876-9003 
Hours:  8:(X)  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

24000  Avila  Road 
Laguna  Niguel,  CA  92677 
Telephone  (714)  831-4220 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

6125  Sand  Point  Way 
Seatde,  WA  98115 
Telephone  (206)  442-4502 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

National  Archives  and  Records  Service— R^ional  Offices 

General  Services  Administratioa  ' 

26  Federal  Plaza 
New  york,  NY  10007 
Telephone  (212)  264-3514 
Hours:  8:15  a.m.  to  4:45  p.m. 

(Monday  through  Friday) 

General  Services  Administration 
Room  7016,  7th  and  D  Streets,  SW. 

Washington,  DC  20407 
Telephone  (202)  962-2455 
Hours:  8:15  a.m.  to  4:45  p.m. 

(Monday  through  Friday) 

General  Services  Administration 
1776  Peachtree  Street,  NW, 

Atlanta,  GA  30309 
Telephone  (404)  526-561 1 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

General  Services  Administration 
819  Taylor  Street 
Fort  Worth,  TX  76102 
Telephone  (817)  334-2759 
Hours:  7:45  a.m.  to  4:15  p.m. 

(Monday  through  Friday) 

General  Services  Administration 

1(K)0  Commodore  Drive  ' 

San  Bruno,  CA  94066 
Telephone  (415)  876-9015 
Hours:  8:00  a.m.  to  4:30  p.m. 

(Monday  through  Friday) 

GSA/FPA  1 

System  name:  Computer  Access  Code  Assignments,  GSA/FPA 
System  location:  Records  are  aiaiotained  at  the  Federal 
Preparedness  Agency,  General  Services  Administration,  Washing¬ 
ton,  DC  20405  „ 

Categorim  of  individuals  covered  by  the  system:  Users  of  the 
GSA/FPA  computer  facility. 

Categories  of  records  in  the  system:  Name,  organizatioo,  office 
telephone  number,  computer  access  code  for  the  purpose  of  in- 
house  agency  official  use,  based  upon  a  need-  to-know  require¬ 
ment,  to  restrict  computer  access  to  autfuMized  users. 

Antborlty  for  maintenance  of  the  system:  Executive  Order  11051, 
September  27,  1962 

Routine  uses  at  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  name,  computer  access 
code. 


Snfegiinrrti-  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  and  in  a  facility  gumxM  to  prevent'unauthorized  access. 

‘Retention  and  dkpomd:  Retention  of  records  shaO  be  for  duration 
of  assignmem.  Dispositiao  at  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Muntenance  and  Dispositicn  System  (OAD  P 
1820.2). 

System  mnnager(s)  and  address:  Chief,  Readiness  Systems  Divi¬ 
sion,  Mathematics  and  Computation  Laboratory,  Federal 
Preparedness  Agency  (EDMR),  General  Services  Administration, 
Washii«ton,  DC  20405 

Notlfhation  procedure:  Same  as  above.  An  inquiry  from  an 
authorized  user  of  the  GSA/FPA  computer  faedity  need  only  in¬ 
clude  his  name  in  order  to  ascertain  whether  the  system  contains  a 
record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/fPA2 

System  name:  Distribution  Lists,  GSA/FPA 

System  location:  Records  are  maintained  at  the  foUowing  offices 
(rf  the  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20405 

R^ion  1 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  Yoik,  NY  10007 

R^ion  3 

William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta.  GA  30309 

R^ion  5 

New  Federal  Building,  Room  3747 
230  South  Deaibom  Street 
Chicago,  IL  60604 

Region  6 

811  Grand  Avemie,  Room  132 
Kansas  (Zity,  MO  64106 

Region  7 

1114  Federal  Building,  Room  1604 
Dallas,  TX  75202 

Rqion  8 

Building  No.  41,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9^ 

120  Montgomery  Street 
San  Francisco,  CA  94104 

R^ion  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
Seattle,  WA  98174 

Stoclqpde  Di^^msal 
General  Services  Administiation 
Washington,  DC  20405 
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riiiiiwlri  of  tattytit—h  cortred  by  the  ej'ihw  Those  who  have 
requested  to  be  put  on  distiibutioa  lists  for  OSA  Federal 
Preparedness  Agency  and  Stoclq^  DiHK>sal  pubiicatioos,  tedmical 
memcwanda,  and  related  comnainirations. 

rsiiu,ni1ri  of  reeotds  In  the  lystfin-  Name,  address,  tdqjhooe 
number  for  the  purpose  of  in-house  agency  official  use  in  distrfijut- 
ing  agency  publications  and  comnamications  among  employees,  as¬ 
sociates.  and  other  interested  parties. 

Authority  lor  nsalaAsaanoe  of  the  qrstcm:  Executive  Order  llOSl, 
September  27,  1962. 

Routine  uses  of  records  malatainrd  in  the  system,  liichidhig  catego¬ 
ries  of  neers  and  the  purposes  of  soefa  uses:  The  Routine  Uses 
these  records,  as  defined  in  S  U.S.C.  S22a  (a)  (7)  and  provided  for 
in  S  U.S.C.  S52a  (bX3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  lor  storing,  retrieving,  aoceasing,  retaining, 
and  iMiipnsing  of  records  in  the  sytem: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Rctrlevability:  Records  are  indexed  by  name. 

Sefegsards:  Personnel  screenmg;  hardware  and  software  com¬ 
puter  security  measures  ;  paper  records  in  a  locked  container 
and/or  room  or  in  a  facility  guarded  to  prevent  unauthorized  ac¬ 
cess. 

Retention  and  dispoml:  Retention  of  records  shall  be  for  duration 
of  individual  interest  Disposition  ot  reemrds  shall  be  in  accordance 
with  the  HB  OSA  Records  Maintenance  and  Dispositioo  System 
(OAO  P  1820.2). 

System  Bsaaagcr(s)  and  adibms:  Executive  DirectCM’,  Federal 
Preparedness  Agency  (EE),  General  Services  Administration, 
Washii«ton,  DC  2040S 

NoUBcation  procedure:  Same  as  above.  An  inquiry  should  include 
the  individual’s  name  and  address  in  order  to  ascertain  whether  the 
system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determiiuitions 
are  promulgated  in  41  CFR  lOS-64,  puUished  in  the  Fedmral  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/IPA3 

System  naam:  Emergency  Assignment  System,  GSA/FPA  < 

System  location:  Records  are  nuuntained  at  the  Federal 
Preparedness  Agency,  General  Services  Administration,  Washing¬ 
ton,  DC  20405 

Categories  of  Individuals  covered  by  the  syriem:  GSA/FPA 
Western  Virginia  Operations  Office  emergency  assignees. 

Categories  of  records  la  the  system:  Pcrsoimel  data,  skills  invento¬ 
ry,  assignment  information,  a^  other  related  information  for  the 
purpose  of  in-house  agency  official  use,  based  upon  a  need-to- 
know  requirement,  to  assut  officials  charged  with  emergency 
responsibilities  in  the  assign-  ment  and  coordination  activities  in 
the  Western  Virginia  Operations  Office  ai  the  Conflict 
Preparedness  Office. 

Authority  for  mehitruenrr  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Rtwdhu  uecs  of  records  malutaliird  far  the  system,  lar  hiding  catego- 
rlce  of  neers  aad  the  purposes  of  such  naes:  The  Routine  Uses 
these  records,  as  defined  in  5  US.C.  552a  (a)  (7)  and  prxmded  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  ftdlowing  the 
OSA  Notices. 

PeMdes  aad  practices  for  storing,  retrieving,  aooeasiag»  retahdng, 
and  dbpasing  of  records  in  the  sytenu 

Storage:  Mag-tape,  drum,  disc,  paper. 

Rctrievabttity:  Records  are  indexed  by  name,  persorud  charac-' 
teristic,  or  ski&. 

Safeguards:  Persormel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  and  in  a  facility  guaixl^  to  prevent  unauthorized  access. 

Rrimrioa  and  dfsposal:  Reteritioo  of  records  shall  be  for  duration 
of  assignment  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 


System  manageris)  and  adiheas:  Chief,  Western  Virginia  Opera- 
tions  Office,  Federal  Pr^raredness  Agency  (EGW),  General  Ser¬ 
vices  Administratioo,  Washington,  DC  20405 

Namicrdioa  procedure  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  emergency  assignee  should  include  his  name  and  employ¬ 
ing  agerKy  in  order  to  ascertain  whether  the  system  contains  a 
record  about  him. 

Raoord  aeeess  proeedares:  Same  as  above. 

Contesting  rsoord  proocdssvs:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgrded  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister.  •  • 

Record  source  rategorlee:  The  iralividual  to  whom  the  record  per¬ 
tains. 

GSA/fFA4 

System  raasie:  Employee  Directories,  GSA/FPA 

System  location:  Records  arc  maintained  at  the  following  offices 
of  the  Federal  I^eparedness  Agency,  General  Services  Administra¬ 
tion. 

(Central  Office 
Washington.  DC  20405 

Region  1 

60S  John  W.  k^KZommek  Post  Office  aial  Courthouse 
Boston,  MA  02109 

RegicHi  2 

26  Federal  Plaza,  Room  2836 
New  York,  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federal  Buildiiig 
600  Arch  Street,  Room  7248 
Philadelphia.  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta.  GA  30309 

Regkm  5 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Sheet 
Chicago,  n.  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  Chy,  MO  M106 

R^ion  7 

1114  Federal  Building,  Room  1604 
Dallas,  TX  75202 

Regkm  8 

Building  No.  41,  Denver  Federal  Center 
Denv^,  CO  80225  , 

Region  9 

120  Moidgomery  Street 
San  PranciBco,  CA  94104 

Region  10 

Room  686,  Federal  Buildii^ 

915  2nd  Avenue 
Seattle.  WA  98174 

Stockpile  Dispe^ 

General  Services  Administration 
Wasfainglon,  DC  20405 

Categorirs  of  indlvIdaalB  oovesed  ^  the  ryairm:  GSA  Federal 
Preparedness  Agency  and  Stockpile  Disposal  employees. 

Categories  of  records  la  the  system;  Name,  office  and  home  ad¬ 
dresses  and  tdephem  numbers  for  the  purpose  of  providing  an  em¬ 
ployee  locator  service  for  in-house  agency  use. 

Authority  lor  mahstemuiee  of  the  system:  Executive  Order  llOSl. 
September  27,  1962 
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Roiittec  HM*  ol  raconk  nrui>n>«hifd  fai  the  qntcae,  hichirlhn  ctego- 
riee  ol  oaen  aad  the  purpooes  of  mcfa  noei;  The  Routine  Uses  of 
these  recordsn  as  deflned  in  5  U.S.C.  SS2a  (a)  (7)  and  provided  for 
in  S  U.S.C.  S52a  (b)  (3),  are  described  in  the  appoidix  following  the 
GSA  Notices. 

Policies  and  prartioes  for  storing,  retrieving,  accessing,  retaining, 
aad  Ht«p««tiig  of  records  in  the  syteni: 

Storage:  MTST  mag-tape,  paper. 

Retrievability:  Records  are  indexed  by  name. 

Safegaards:  Personnel  screening;  tapes  and  paper  recrxds  in  a 
kKked  container  and/or  room  or  in  a  facility  guarded  to  prevent 
unauthorized  access. 

Retention  aad  dispasal:  Retention  oi  records  shall  be  for  duration 
of  employment.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  inanager<s)  and  addrem:  Executive  Director,  Federal 
Preparedness  Agency  (EE),  General  Services  Admi^tration, 
Washington,  DC  2040S 

NotMicatioa  procedure;  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  employee  need  include  only  his  name  in  ordn  to  ascertain 
whether  the  system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  perr 
tains. 

GSA/FPA5 

System  name:  National  Defense  Executive  Reserve  (NDER)  Per¬ 
sonnel  and  Management  Information  System,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20403 

Region  1 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  York,  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federtd  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta,' G A  30309  ,  , 

Region  5 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago,  IL  60604 

Region  6  '  > 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  MI06 

Region  7 

1114  Federal  Building,  Room  1604 
Dallas,  TX  75202 

Region  8 

Building  No.  41 ,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9 

120  Montgomery  Street 
San  Francisco,  CA  94104 


Region  10 

Room  686,  Federal  Building 
915  2iid  Avenue 
Seattle,  WA  96174 

Categorim  of  IndMduals  covered  by  the  qetona:  Applicants  for 
and  inounbents  of  NDER  assignments. 

Categoriei  of  records  in  the  eyetoas:  Personnel  and  administrative 
records,  skills  inventory,  training  data,  and  other  related  reemds 
necessary  to  cocHdinate  and  admiiuster  the  NDER  program. 

Authority  for  maiiitcnaDoe  of  the  syetem:  Defense  Production  Act, 
1950;  Executive  Order  11179,  September  22,  1964. 

Roudne  usm  of  records  majntahwd  la  the  syataae,  hirliidhig  catego¬ 
ries  of  users  and  the  purposes  of  such  uaes:  For  the  purpose  of  ad¬ 
ministering  the  NDER  program,  agency  tdfkials  and  officials  of 
participating  departments  and  agencies  may  obtain  from  the  NDER 
Coordinator  data  relevant  to  Reservists  assigned  to  their  units.  Ad¬ 
ditional  Routine  Uses  are  contained  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  to  the  sytesn: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retrievability:  Records  are  indexed  by  name,  personnel  data, 
skills,  or  ageiKy. 

Safeguards:  Po-sonnel  screening;  hardware  and  software  com¬ 
puter  security  measures  ;  paper  records  in  a  locked  container 
and/or  room  or  in  a  facility  guarded  to  (»cvent  unauthorized  ac¬ 
cess. 

Retention  and  disposal:  Retention  of  records  shall  be  for  duration 
of  application  or  assignment  Disposition  of  records  shall  be  in  ac- 
cordiuice  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  NDER  Coocxlinator,  Federal 
Preparedness  Agency  (EGG),  General  Services  Administration, 
Washington,  DC  20405 

Notification  procedure:  Same  as  above.  An  inquiry  should  include 
the  individual’s  name  and  address  in  order  to  ascertain  whether  the 
system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rtiles  for  access  to  records, 
fcM*  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  puMished  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FPA  6 

System  name:  Office-level  Employee  Records,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20405 

Region  1 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Rocan  2836 
New  York,  NY  10007 

R^ion  3 

William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 

R^ion  5 

New  Federal  Budding,  Room  3747 
230  South  Dearborn  Street 
(Thicago,  IL  60604 

Region  6 
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811  Grand  Avenue,  Roinn  132 
Kansas  City.  MO  74106 

Region  7 

1114  Federal  Building.  Room  1604 
Dallas.  TX  75202 

R^jion  8 

Building  No.  41 .  Denver  Federal  Center 
Denver.  CO  80Z2S 

Region  9 

120  Montgomery  Street 
San  Francisco.  CA  94104 

Regioa  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
Seatde,  WA  98174 

Stockpile  Disposal 
GeMial  Services  Administration 
Washington,  DC  20405 

Categories  of  individuals  covered  by  the  system:  GSA  Federal 
Preparedness  Agency  and  Stockpile  Disposal  emi^yees. 

Categories  of  records  in  the  system:  In-house  agency  official  use 
of  the  following  reccuxls,  based  iqxm  a  need-to-know  requirement, 
is  for  the  purpose  of  administering  personnel  and  financial  activities 
at  the  supervisory  and  administrative  office  level. 

Official  employee  records:  general  personnel  and  financial  infor¬ 
mation  maintained  at  the  supervisory  levd  or  administrative  t^ice 
levd  relating  to  conqiensation,  traiiung,  employment,  employee  and 
labor  relations,  office  personnel  files,  general  emp4oyment  inqui¬ 
ries,  application  files,  etc.  These  records  are  described  in  detail  in 
the  Notices  for  official  agency-wide  employee-rdated  systems 
published  by  the  General  Services  Administration.  These  records 
include,  among  other  data,  training  and  travel  records,  applications, 
suggestions,  position  descriptions,  request  for  and  nodBcation  of 
personnel  action,  employee  performance  ratings  and  promotion 
praisals,  time  and  attendance  records.  System  contains  copies  of 
Chrfl  Searvice  Commission  and  General  Services  Administration  per- 
soimcl  and  financial  forms  and  reports,  including,  among  oth^, 
outputs  of  the  automated  GSA  Manpower  and  I^yrdl  Statistics 
System,  parking  permit  record,  prop^y  pass,  U.S.  savings  bond 
authorization,  application  for  leave,  enq^yee  record,  employee  ap¬ 
praisal,  payroll  change  slip,  notice  of  injury  or  occupational  dis¬ 
ease.  claim  for  reimbursement  for  expenditiires  on  official  busi¬ 
ness,  statement  of  earnings,  promotion  aiqiraisal,  receqit  for  pro¬ 
perty,  enqiloyment  cost  and  ^stribution,  program  budget  admmis- 
tration.  accounting  distribution,  emfrioyment  staffing  reports, 
budget  reports,  overtime  work,  employee  changes  input,  travel 
aut^rizations,  applica-  tion  and  accounts  for  advance  of  funds, 
comprehensive  payroIL 

Unofficial  personnel  records:  employee-related  records  main¬ 
tained  at  the  supervisory  level  or  administrative  office  level  includ¬ 
ing,  but  not  limted  to,  persoiuiel  card  Hies,  annotated  records, 
work  assignments,  work  management  records,  performaiKe  meu- 
surements,  counsding,  labor  relations,  vacation  schedules,  etc. 

Authority  for  maintenance  of  the  system:  Executive  Order  11051, 
September  27,  19(<2.  NOTE:  Detailed  references  to  authority  for  of- 
fidal  employee  records  maintained  at  the  supervisory  levH  or  ad¬ 
ministrative  office  level  aiqiear  in  the  Notices  for  official  agency¬ 
wide  emidoyee-related  systems  published  by  the  General  Services 
Administration. 

Bontlne  uses  of  records  maintained  in  the  system,  faadudttng  catego- 
rks  of  nsers  and  the  purposes  of  such  uses:  Information  is  msclo^d 
to  persons  outside  the  agency,  upon  request  oi  individual  em¬ 
ployees,  for  purposes  of  verifying  employment  and*  salary,  of 
preparing  letters  of  reference,  of  making  travel  and  training  ar¬ 
rangements,  etc.  Other  Routine  Uses  are  contained  in  the  appendix 
following  the  GSA  Notices  and  in  the  GSA  Notices  of  r^Hcial 
ageiKy-v^e  eanployee-related  systems. 

Folkfes  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  dispaEing  of  records  in  the  sytem: 

Storage:  Paper. 

Betrievability:  Records  are  indexed  by  name. 

Safeguards:  Persrmnel  screenmg;  paper  records  in  a  locked  con¬ 
tainer  and/or  room  or  in  a  facility  guanied  to  prevent  unauthorized 
access. 


Reteattsii  and  disposal:  Retention  of  records  shaD  be  for  duration 
of  employment  Dispositioo  of  records  shall  be  in  accordaiKe  with 
the  HB  GSA  Records  Maintenance  and  Diqmsitian  System  (OAD  P 
1820.2). 

System  managerfs)  and  addkeas:  Personnel  officer.  Federal 
Preparedness  Agency  (EE),  General  Services  Administratioa. 
Washiitgton,  DC  20405. 

Notification  procedure:  An  individual  employee  seeking  to  deter¬ 
mine  wfa^her  this  system  of  records  'contains  information  about 
him  should  address  his  inquiry  to  the  appropriate  agency  super¬ 
visor,  administrative  officer,  and  personnel  affi<^.  Federal 
Prepiuedness  Agency,  General  Services  Administration,  Washing¬ 
ton,  DC  20405.  An  inquiry  should  include  the  individual’s  name, 
date  of  birth,  and  So(^  Security  Nundier  in  order  to  ascertain 
whether  the  system  cemtains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  iqipealing  initial  determinations 
are  pronailgated  in  41  CTFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Official  personnel  records,  GSA  Per- 
s(xmel  and  Finance  Offices,  supervisors,  letters  of  reference  or 
commendatioo  furnished  by  agency  officials  or  others  outside  the 
ajgency,  educational  information  suiqilied  by  ccrileges  and  universi¬ 
ties.  the  individual  to  whom  the  record  pertains.  An  additional 
des^ptiOT  of  sources  of  official  employee  records  can  be  found  in 
the  Notices  for  (rfficial  agency-vidde  employee-related  systems 
published  by  the  General  Services  Administration. 

GSA/FPA7 

System  name:  Official  Enqdoyee  Records,  GSA/FPA 

System  locaBoii:  Personnel  Office,  Federal  Preparedness  Agency, 
General  Services  Administration,  Washington,  DC  20405 

Categories  at  individuals  covered  by  the  system:  Employees  whose 
official  records  are  maintained  by  the  FPA  Personnel  Office. 

Categories  of  records  in  the  q^stem:  In-house  agency  official  use 
of  the  following  records,  based  upon  a  need-to-know  requirement, 
is  for  the  purpose  administering  personnel  and  financial  activi¬ 
ties,  e.g..  completing  r^mts,  taking  personnel  actions,  making 
payrcdl  adjustments,  and  meeting  other  official  personnel  and  finan- 
cisd  requirements. 

Official  personnel  records:  general  personnel  records,  i.e..  Offi¬ 
cial  Personnel  Fcdder  and  records  related  thereto;  appeals, 
grievances,  and  conqilaints  records;  medical  records;  recruiting,  ex¬ 
amining,  and  i^acement  records;  retirement,  life  insurance,  and 
health  benefits  records  system.  These  records  include,  but  are  not 
limited  to,  personnel  and  financial  information  contained  in  CZivil 
Service  Commission  (CSC)  and  General  Services  Administration 
(GSA)  forms  and  repoils  relating  to  compensation,  training,  em¬ 
ployment,  employee  and  labor  relations,  processing  and  records. 
These  official  employee  systems  of  records  are  described  in  detail 
in  the  Notices  for  government-wide  systems  of  personnel  records 
published  by  the  CSvfl  Service  (Commission  and  in  the  Notices  for 
official  agency-wide  employee-related  systems  puUished  by  the 
General  Services  Administration.  For  other  than  (3SA  organizations 
serviced  by  the  FPA  Persoimel  Office,  forms  consistent  with  those 
of  the  Geiieral  Services  Administration  are  used  for  equivalent  per¬ 
soimel  programs. 

Autburity  for  maintenance  of  the  system:  Title  5  U.S.C.,  generally; 
Executive  Order  11051,  September  27,  1962.  NOTE:  Detafled 
references  to  authority  for  these  records  appear  in  the  Notices  for 
govemment-wide  systems  of  personnel  records  published  by  the 
Civil  Service  Commission  and  in  the  Notices  for  r^ficial  agency¬ 
wide  employee-related  systems  puUished  by  the  General  Services 
Administratioa. 

Routine  uses  of  records  maintained  fas  the  qvtem.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  disclosed 
to  persons  outside  the  agency,  upon  request  of  individual  em¬ 
ployees,  for  purposes  of  verifying  emptoyment  and  salary,  of 
preparing  letters  of  reference,  of  making  travel  and  training  ar¬ 
rangements.  etc.  Other  Routine  Uses  are  contained  in  the  appendix 
fcdlowing  the  GSA  Notices,  in  the  CSvil  Service  Commissioa 
Notices  of  government-wide  systems  of  personnel  records,  and  in 
the  GSA  Notices  of  official  agency-wide  employee-related  systems. 

Poiktes  and  practiom  lor  stating,  retrieving,  retainkig, 

and  dfapoKing  of  records  in  the  sytem: 

Storage:  Paper. 

RetrievabUity:  Records  are  indexed  by  name. 
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Safcgaarda:  Peraonnel  •creeniiig;  paper  records  in  a  locked  coit- 
tainer  and/or  room  and  in  a  facility  guarded  to  prevent 
unauthorized  access. 

RcSeallan  and  dlq^aaal:  Retention  of  records  shall  be  for  duration 
of  employment  Diq;>osition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2).  Additkxwl  retention  and  disposal  i^ormation  can  be  found 
in  the  Civil  Service  Commission  Notices  of  government-wide 
systems  of  personnel  records  and  in  the  General  Services  Adminis¬ 
tration  Notices  of  official  agency-wide  employee-rdated  systems. 

Systcas  managerfs)  and  addkeas:  Persormel  Officer,  Federal 
Preparedness  Agency  (EE).  General  Services  Admiiustratioa. 
Washington,  DC  20405. 

Nudfitadan  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  whose  official  records  are  maintained  by  the  FPA  Peraon¬ 
nel  Office  should  include  name,  date  of  birth,  Social  Security 
Number  in  order  to  ascertain  whether  the  system  contaiiu  a  record 
about  him. 

Record  access  procedures:  Same  as  above. 

CoaSesdug  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinatioas 
are  inomulgated  in  41  CFR  105-64,  publish^  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Personnel  and  Finance  Offices,  super¬ 
visors.  letters  of  reference  or  cmnmerKlation  furnished  by  ageix:y 
officials  or  others  outside  the  agency,  educational  information  sup¬ 
plied  by  ctrileges  and  universities,  the  individual  to  whmn  tte 
record  pertains.  An  additional  descr^l>tioo  of  sources  of  records  can 
be  fou^  in  the  Civil  Service  Commission  Notices  of  government- 
wide  systems  of  persormel  records  and  in  the  General  Services  Ad¬ 
ministration  Notices  of  official  agency-wide  employee-related 
systems. 

GSA/n>A8 

System  name:  Persormel  Roster,  GSA/FPA 

System  ktcadoa:  Records  are  maintained  at  the  Federal 
Preparedness  Agency.  General  Services  Administration,  Washing¬ 
ton,  DC  20405 

Categarfas  af  iadhrlduals  covered  by  the  syateas:  GSA/FPA  Mathe¬ 
matics  and  Computation  Laboratory  employees. 

Categortes  of  records  ka  the  system:  Persormel  data  for  the  pur¬ 
pose  of  in-house  agerKy  official  use.  based  upon  a  need-to-kmw 
requirement,  to  support  persormd  manage-  ment,  budgeting,  and 
planning  activities. 

Aidhorlty  for  maintenance  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Routine  nses  af  records  maintained  far  the  system,  Inclitdlng  entego- 
rtes  af  users  atui  the  purposes  af  such  naes:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  appendix  foDowing  the 
GSA  Notices. 

Policies  and  pmctiocs  for  sloriug,  retrieving,  acocaiMg,  retaining, 
umI  dispoaing  of  records  in  the  sytem: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Retilevability:  Records  are  indexed  by  name,  personnel  charac¬ 
teristics. 

Safeguards:  Personnel  screening;  hardware  and  strftware  com- 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  or  in  a  facility  guarded  to  prevent  unauthorized  access. 

Ratantlaa  and  dispoaal:  Retention  of  records  shall  be  for  duratioa 
of  employment.  Disposition  of  records  shaU  be  in  accotxlance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  auaagcr(s)  and  addresK  Administrative  Officer,  Mathe¬ 
matics  and  Computation  Laboratory,  Federal  Preparedness  Agency 
(EDM).  General  Services  Administration,  Washington,  DC  20405 

Notification  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  employee  need  include  only  his  name  in  order  to  ascertain 
whether  the  system  contains  a  record  about  him. 

Record  access  procedures:  Same  as  above. 

Conteatlag  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CITl  105-64,  puUished  in  the  Federal  Re- 
fistcr. 

Racard  sonroe  categories:  GSA/FPA  Mathematics  and  Computa¬ 
tion  Laboratory  employee  personnel  actions. 


GSA/VTAt 

System  name:  Project  Management  Information  System,  GSA/FPA 

System  locathm:  Records  are  maintained  at  the  following  offices 
of  the  Federal  Preparedness  Agency,  General  Services  Admmistra- 
tion.  ^ 

Central  Office 
Washington,  DC  20405 

Region  1 

605  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  york.  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federal  Building 
600  Arch  Street,  Room  7248 
Philadelphia.  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 

Region  5 

New  Federd  Budding.  Room  3747 
230  South  Dearborn  Street 
(Chicago,  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  64106 

Region  7 

1114  Federal  Building,  Room  1604 
Dallas.  TX  75202 

Regkm  8 

Building  No.  41,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9 

120  Ktontgomery  Street 
San  Francisco,  CA  94104 

R^ion  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
Seattle.  WA  98174 

Categories  of  individuals  covered  by  the  system:  GSA/FPA  project 
officers. 

Categories  of  records  la  the  system:  Project  assignments,  progress 
reports,  resource  statistics,  and  other  r^ted  information  for  the 
purpose  of  in-house  agency  trfficial  use,  based  upon  a  necd-to- 
know  requirement,  to  monitor  the  performance  cd  the  project 
management  system. 

Authority  for  majntmaarv  of  the  system:  Executive  Order  11051, 
Septentoer  27,  1962. 

Routine  uses  of  records  mntntslnril  ks  the  system,  Inriiiding  catego¬ 
ries  of  users  and  the  purposes  sf  such  uses:  The  Routine  Uses  of 
these  records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (bX3).  are  described  in  the  appendix  foBowing  the 
GSA  Notices. 

Pottcies  and  praetkm  for  storksg,  retrlevhig,  arrcwl^.  retteU^, 
and  diapaahig  of  records  la  the  sytem: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Rctrlevafaility:  Records  are  indexed  by  name,  project  description. 

Sateguards*  Personmd  screening;  hardware  and  sirftware  com¬ 
puter  secinity  measures  paper  records  in  a  locked  container  and/or 
room  or  in  a  facility  guarded  to  prevent  unauthorized  access. 

Retention  and  diapooni:  Retention  of  records  shall  be  for  duration 
of  assigning  to  project.  Disposition  of  records  shidl  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maiidenance  and  Disposition 
System  (OAD  P  1820.2). 
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^■iMi  wHi|R<s)  Mid  wMw;  C3ttef.  Mathematics  and  Compu- 
utioo  Labofatory,  Fedenl  Preparadness  Agency  (ETOd),  General 
Services  Administratioo.  Washington,  DC  2040S 

NodScsSion  preesdaey  Same  as  idnve.  An  inquiry  from  an  in¬ 
dividual  GSA/ITA  project  oCScer  need  indude  his  name  in 
order  to  ascertain  n^etfaer  the  system  contains  a  record  about  turn. 

Reeard  aocem  prncedares;  Same  as  above. 

Coaleding  raoard  procedures:  GSA  rules  for  access  to  records, 
for  go«»te«t»ng  the  contents,  and  for  aiqwaling  initial  determinations 
are  promulgated  in  41  CFR  105-64,  puMished  in  the  Fedend  Re¬ 
gister. 

Raoard  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/FTA  10 

System  nauae:  Property  InveiUory  System,  GSA/FPA 

System  lacatfamt  Records  are  maintained  at  the  Federal 
Preparedness  Agency,  General  Services  Administration,  Wadiuig- 
ton,  DC  2040S. 

Categarlee  ol  individuals  covered  by  the  system:  GSA  Federal 
Prqtaredness  Agency  employees. 

Categaries  of  records  In  the  quiem:  Property  description,  em¬ 
ploye  name,  otBce  descr^tion  for  the  purptM  of  in-house  agency 
omdal  use,  based  iq>on  a  need-to-know  requirement,  to  mnmtam  « 
record  of  the  locations  and  users  of  accountable  property. 

Aathsfitj  for  mafatenaace  of  the  syalean  Executive  Order  llQSl, 
September  27,  1962. 

Routtsi  uses  of  records  laaiHtained  hi  the  system,  catego¬ 

ries  of  users  and  the  purpoaes  of  such  uses:  The  Routine  Uses  of 
these  records,  as  defii^  in  5  U.S.C.  S52a  (a)  (7)  and  provided  for 
in  5  U.S.C.  SS2a  (b)  (3),  are  described  in  the  appendix  fcdlowing  the 
GSA  Notices. 

Policies  and  practices  lor  storing,  retrievfag,  accessing,  retainiug, 
and  disposing  of  records  in  the  sytem: 

Storage:  Mag-tape,  drum,  disc,  paper. 

Rctrievability:  Records  are  indexed  by  property  description,  em¬ 
ployee  name,  office  location. 

Safeguards:  Personnel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  reocsxls  in  a  locked  container  and/or 
room  and  in  a  facility  guarded  to  prevent  unauthorized  access. 

Rctrutfan  and  dhpo^:  Retention  of  records  shaO  be  for  life  of 
property  hem.  Disposition  of  reccHds  shall  be  in  accordance  with 
the  HB  GSA  Records  Mainterumce  and  Disposition  System  (OAD  P 
1820.2). 

System  managats)  and  addrem:  Executive  Director,  Federal 
Preparedness  Agency  (EE).  General  Services  Administration, 
Washington.  DC  20405. 

NstlBraHou  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  employee  need  include  only  his  name  in  (»der  to  ascertain 
whetha-  the  system  contains  a  record  about  him. 

Record  aceem  procedures:  Same  as  above. 

CoutsstMg  rscord  proesdnres:  OSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  promulgated  in  41  CFR  105-64,  puUished  in  the  Federal  Re¬ 
gister. 

Rsosrd  source  categories:  Property  inventory  conducted  by  Office 
of  Executive  Director. 

GSA/FPA  11 

System  uusae:  Resource  Interruption  Monitoring  System,  GSA/FPA 

System  locutiou;  Records  are  maintained  at  the  foOowing  chfices 
of  the  Federal  Prqtaredness  Agency.  General  Sovices  Administra- 
tioo. 


Central  Office 
Washington.  DC  20405 

Region  1 

^  John  W.  McCormack  Post  Office  and  (Courthouse 
Boston.  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  york,  NY  10007 


^Mlham  J.  Green,  Jr.  Federal  Building 
600  Arch  Street.  Room  7248 
PhOaddplm}.  PA  19106 

Regioa  4 

1776  Peachtree  Street,  NW 
Atlanta.  GA  30309 

Region  5 

New  Federal  Buikling.  Room  3747 
230  South  Dearborn  Street 
Chicago,  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  Chy,  KK)  64106 

Region  7 

1114  Federal  Buikling,  Room  1604 
Danas,  TX  75202 

Region  8 

Building  No.  41 ,  Denver  Federal  (Center 
Denver,  CO  80225 

R^ion  9 

120  k^Milgomery  Street 
San  Fkancisco,  CA  94104 

Region  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
Seattle.  WA  98174 

Categorhs  of  individuals  ooversd  by  the  system:  Individuals  re¬ 
porting  or  commenting  on  resource  shortages  during  luitional  emer- 
gencies-private  citizens;  industry  experts;  business,  labor,  and 
government  leaders. 

CatsgorisB  of  records  hi  the  system:  Name,  address,  telephone 
number,  statements  about  resource  problems,  and  other  related  in¬ 
formation  necessary  to  monitor  resource  interruptions.  For  the  pur¬ 
pose  of  assessing  the  status  of  resources  (supply  shortages  or 
problems  of  mal-distribution)  which  poses  a  threat  to  the  health  and 
welfare  of  communities  or  to  the  economy  or  security  of  the  Na¬ 
tion  when  iKNmal  market  mechanisms  tqip^ar  inadequate,  agency 
analysts  summarize  repotto  for  comparison  to  economic  norms  or 
f CM-  highlighting  problems  in  an  industry  or  in  a  geographic  area.  In- 
house  agency  use  b  also  made  of  the  computerized  communication 
and  confer-  enc^ag  components  of  the  system  for  the  purpose  of 
carping  on  confer-  ences  and  discussions,  for  processing  weekly 
activity  reporto,  and  for  transmitting  other  related  communications 
among  the  offices  of  FPA. 

Authority  lor  mshUmuce  of  the  system:  Executive  Order  11051, 
September  27,  1962. 

Roudne  uses  of  records  msiulsiiifil  hs  the  system,  tnrliiilln  catego¬ 
ries  of  users  aud  the  pmpoess  of  such  uses:  Individual  appikatkms 
for  assbtance  may  be  referred  for  response  to  another  agency  with 
emergency  le^Mosibilities.  Information  may  be  provkM  to 
Federal,  State,  and  local  officiab  with  emergency  responsibilities 
and  to  selected  industries  for  purpose  of  coordiiuaing  actkms  taken 
to  alleviate  the  crisb  situation;  to  C3of^pessional  inquiries;  to  news 
media.  Additional  Routine  Uses  are  exmtained  in  the  appeadui  fol¬ 
lowing  the  GSA  Notices. 

PoMctes  sod  practicm  for  stis-hig,  retrieving,  «««g,  retaining, 
and  dhporing  of  records  hi  the  sytem: 

Storage:  Mag-t^>e.  drum,  dbc,  poper. 

Retrievahillly:  Records  are  kidexed  by  name,  problem  resource, 
geographic  area,  phrase  in  text. 

Soiegaanfe  Bersoonel  screening;  hardware  and  software  com¬ 
puter  security  measures;  paper  records  in  a  locked  container  and/or 
room  or  in  a  facility  guarM  to  prevent  uiUMthorized  access. 

Retention  eml  dhpoaal:  Retention  of  records  shall  be  for  duration 
of  resource  problem.  Disposition  of  records  «*«on  he  in  accordance 
with  the  HB  GSA  Records  Mahntenance  and  Dbpositioa  System 
(OAD  P  1820.2). 

Syrism  ammigsr(s)  and  aililrsmi  Manager,  Resource  IntemqiticHi 
Monitoring  System.  Fhderal  Preparedness  Agency  (EPC),  General 
Services  Administration.  Washington,  DC  20405. 
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Nodficatfou  procedure:  Same  as  above.  An  inquiry  should  include 
the  individual’s  name  and  address  in  order  to  ascertain  whether  the 
system  contains  a  record  about  him. 

Record  acccae  procedures:  Same  as  above. 

Contesting  record  procedures:  GSA  rules  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  dqterminatioas 
are  promulgated  in  41  CFR  105-64,  puUished  in  the  Federal  Re¬ 
gister. 

Record  source  categories;  Individual  aiq;>lications  for  assistance  in 
locating  alternate  supfdies;  news  media  reports;  notifkatioiis  by  in¬ 
dividual  correspondence  or  phone,  from  Congrra,  by  ocigiiial  staff 
reports  or  reports  from  other  agencies. 

GSA/iiPA  12 

System  name:  Security  Management  System,  GSA/FPA 

System  location:  Records  are  maintained  at  the  following  ofHces 
of  the  Federal  Preparedness  AgetKy,  General  Services  Administra¬ 
tion. 

Central  Office 
Washington,  DC  20405 

Region  1 

M5  John  W.  McCormack  Post  Office  and  Courthouse 
Boston,  MA  02109 

Region  2 

26  Federal  Plaza,  Room  2836 
New  York,  NY  10007 

Region  3 

William  J.  Green,  Jr.  Federal  Budding 
600  Arch  Street,  Room  7248 
Philadelphia,  PA  19106 

Region  4 

1776  Peachtree  Street,  NW 
Atlanta,  GA  30309 

Region  5 

New  Federal  Building,  Room  3747 
230  South  Dearborn  Street 
Chicago,  IL  60604 

Region  6 

811  Grand  Avenue,  Room  132 
Kansas  City,  MO  M106 

Region  7 

1 1 14  Federal  Building,  Room  1604 
Dallas,  TX  75202 

Region  8 

Building  No.  41 ,  Denver  Federal  Center 
Denver,  CO  80225 

Region  9 

120  Montgomery  Street 
San  Francisco,  CA  94104 

Region  10 

Room  686,  Federal  Building 
915  2nd  Avenue 
Seattle,  WA  98174 

Stockpile  Disposal 
General  Services  Administration 
Washington,  DC  20405 

Catcgocim  of  fadividaals  covered  ^  the  lystun:  GSA  Federal 
Preparedness  Agency  and  Stockpile  Disposal  employees. 

Categories  of  records  in  the  syaSctu:  Security  records  for  the  pur¬ 
pose  of  in-house  agency  crfficial  use,  based  upon  a  need-to-know 
requirement,  in  maintaining  office  security  for  sensitive  data  and 
facilities.  These  records  include:  statement  of  personal  history  (SF- 
86);  personal  data  (e.g.,  name,  address,  telephone  number)  con¬ 
tained  on  security  clearance  forms,  rosters.  Hats,  and  fortns  for 
record  container  combinations;  and  other  refaded  raoosds.  Records 
do  not  contain  investigatory  materiaL 


Authority  for  mnlnlaumoc 

Septendier  27,  1962. 

Routhm  uaes  of  records  mafadained  hi  the  ^j'litmi,  faedudhig  catego¬ 
ries  of  uBcrs  and  the  purposes  of  such  uaas:  An  enoployee’s  level 
security  clearance  may  be  reported  at  his  requ^  to  uiother  agency 
for  the  purpose  of  inter-agency  security  adnmiistration.  Additkmal 
Routine  Uses  are  corUained  in  the  'i^ipendix  fofiowing  the  GSA 
Notices. 

Fottcics  and  practiem  for  doriug.  retrieving,  accessing,  retahufeeg, 
and  disposing  of  recordi  la  the  syteas: 

Storage:  Paper. 

RetrievaMlity:  Rec<xds  are  indexed  by  name. 

Safeguards:  Personnel  screening;  paper  records  in  a  locked  con¬ 
tainer  and/or  room  or  in  a  facility  guarded  to  prevent  unauthorized 
access. 

Retention  and  dhpoaal:  Retention  of  records  shaO  be  for  duration 
of  employment.  Disposition  of  records  shall  be  in  accordance  with 
the  HB  GSA  Records  Maintenance  and  Disposition  System  (OAD  P 
1820.2). 

System  nuangerfs)  and  address;  Executive  Director,  Federal 
Preparedness  Agency  (EE),  General  Services  Administration, 
Washington,  DC  20405. 

Nodficatian  procedure:  Same  as  above.  An  inquiry  from  an  in¬ 
dividual  employee  need  include  oidy  his  name  in  ordn  to  ascertain 
whether  the  system  contains  a  record  about  him. 

Record  acesas  procedures;  Same  as  above. 

Contesting  record  procedures:  GSA  rtiles  for  access  to  records, 
for  contesting  the  contents,  and  for  appealing  initial  determinations 
are  pronudgmed  in  41  CFR  105-64,  pubfished  in  the  Federal  Re¬ 
gister. 

Record  source  categories;  The  individual  to  whom  the  record  per¬ 
tains. 

GSA/Regkmal  Adtadniatralors  1 
System  name:  Employee  rdated  files,  GSA/Regkm  2 

System  locatioa:  The  system  is  located  in  the  office  of  the  Re¬ 
gional  Administrator,  Region  2,  at  the  address  listed  below; 

GSA  Region  2 

Office  ot  the  Regional  Administratot<2A) 

26  Federal  Plaza 
New  York,  NY  10007 

Categories  of  individuals  covered  by  the  system:  Individuals  in¬ 
clude  employees  in  the  Office  of  the  Regional  Administrator,  Re¬ 
gion  2. 

Categories  of  records  in  the  system:  Records  consist  of  documents 
accumulated  in  administering  personnel  mutters  for  or  about  em¬ 
ployees,  specifically  appraisals  of  managerial  potential.  The  system 
of  records  is  used  by  apixopriate  officials  to  carry  out  tb^  super¬ 
visory  personnel  management  responsibilities,  to  evaluate  and  rate 
perfcnmancc  of  enq^yees. 

Authority  lor  maintmaaev  of  the  syatem:  Title  5,  U.S.C.  Section 
301. 

Routine  uses  of  records  mniatsinril  fas  the  system,  inclndtag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (a)(7)  and  provided  for 
in  5  U.S.C.  552a  (bX3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  practices  for  stialng.  islih  iMg.  acceasheg,  rctaiaiag, 
and  dhpoaiag  of  records  in  the  sytem: 

Storage;  Paper  records  in  Gle  folders. 

Rctrievaliillty:  F3ed  alphabeticaOy  by  name. 

Sairgnards-  Access  limited  to  official  use  only  on  a  need  to  know 
basis. 

Retcatioa  and  disposal;  Disposition  of  records  be  in  ac¬ 

cordance  with  the  Iffi,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

Syatem  asanagerfa)  and  addfecas:  The  official  responaible<  for  the 
system  of  records  is  the  Regional  Admintstrator,  Region  2,  id  the 
address  listed  below: 


GSA  Region  2 

Office  of  the  Reponal  AdBnmatratoi(2A) 
26  Federal  Flaza 
New  York,  NY  10007 
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NotilkatiMi  procedft;  Information  may  be  obtained  from  the  of¬ 
fice  of  the  Re^onal  Adminutiator,  Regicm  2,  at  the  addreu  listed 
above. 

Record  access  procednres:  Requests  to  access  records  may  be 
directed  to  the  otGct  of  the  Reponal  Administrator,  Region  2,  at 
the  address  listed  above,  in  accordance  with  the  GSA  rules  as 
promuli^ded  in  41CFR  lOS-64,  published  in  the  Federal  Roister. 

C^ontcstliv  record  proccdnrcs:  GSA  Rules  for  access  to  systems 
of  records,  contestmg  the  contents  of  a  system  of  records  and  iq>- 
pealing  detenninations  are  promulgated  in  41CFR  105-64, 

published  in  the  Federal  Register. 

Record  source  categories;  Agency  personnel  and  payndl  records, 
and  the  individuals  themselves. 

GSA/Rcghmal  Adndnktralars  2 
System  name:  Enqdoyee  related  files,  GSA/Regioo  3 

System  location;  The  system  is  located  in  the  Office  of  Business 
Affairs,  Region  3,  and  the  Office  of  Operating  Programs,  R^ion  3, 
at  the  addresses  listed  bdow: 

OSA  Region  3 

Office  of  Business  Affairs(3AB) 

7th  and  D  Streets,  SW 
Washington,  DC  20407 

GSA  Region  3 

Office  of  Operating  Programa(3ldA) 

7th  and  D  Streets,  SW 
Washington,  DC  20407 

Categories  of  iadSvidnals  covered  by  the  system;  Individuals  in¬ 
clude  employees  in  the  regional  Office  ol  Business  Affairs,  Region 
3,  and  the  Office  Operating  Programs,  Region  3. 

Categories  of  records  fas  the  system;  Records  consist  of  documents 
accumt^ted  by  operating  officials  in  administering  personnel  mat¬ 
ters  for  or  about  employees,  including  but  not  limited  to  names, 
home  addresses,  home  i^nes,  gra^,  salaries,  job  titles,  person¬ 
nel  evaluations,  perfomumce  iq^praisals,  correspondence  regarding 
promotions  and  worit  assignments,  accidient  reports  of  lost  time,  re¬ 
ports  of  extended  details,  duty  rosters,  fitness  for  duty,  and  record 
of  personnel  actions.  The  system  records  is  used  by  siq>ervisors 
in  carryii^  out  their  supervisory  personnel  management  responsi¬ 
bilities,  to  evaluate  and  rate  performance  of  employees,  determine 
eligibility  for  promotion,  to  d^ument  specific  assignments,  to 
prepare  reports  of  accidents,  to  prqnrc  reports  on  details  of  em¬ 
ployees,  and  to  monitor  and  document  personnel  actions. 

Authority  for  maintrnimr  of  the  tywtem:  Title  S,  U.S.C.  Section 
301. 

Routfais  urns  of  records  malfainrd  faa  the  system,  Inclmihig  esftego- 
rics  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defiiied  in  S  U.S.C.  552a  (aXT)  and  provided  for 
in  5  U.S.C.  552a  (bX3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Psikles  and  praetkes  for  storing,  retrieving,  acoeselng,  retafaiing, 
and  dhpoahig  of  records  hi  the  sykm: 

Storage;  Paper  records  in  fik  folders  and  card  files. 

RatrlevabHity:  I^led  alphabetically  by  name. 

Safeguards:  Access  limited  to  official  use  only  on  a  need  to  know 
basis. 

Rctoatiaa  and  dkposal:  Dispositioa  of  records  shaO  be  in  ac¬ 
cordance  with  the  PUS,  GSA  Records  Maintenance  and  Dispooitioo 
System  (GAD  P  1820.2). 

System  nmnagsrfs)  and  address:  The  official  respoittible  for  the 
system  of  records  is  the  Regional  Administrator,  Regioo  3,  at  the 
address  listed  below: 


GSA  Region  3 

Office  of  the  Regional  A>iministratoi<3A) 

7th  and  D  Streets.  SW 
Washmgton.  DC  20407 

NatMkatlan  pracadara;  Information  may  be  obtained  from  the  Re¬ 
gional  Director  of  Business  Affairs,  Region  3,  and  the  Assistant 
Cornnhsaiooer  for  Operating  Programs.  Regioo  3,  at  the  addresses 
Hstedbelow: 

OSA  Regioo  3 

Office  of  Business  Affaira(3AB) 

7th  and  D  Streets,  SW 


Washington.  DC  20407 

GSA  Region  3 

Office  of  Operating  ProgrBma(3MA) 

7th  and  D  Streets,  SW 
Washington.  DC  20407 

Rficopd  4IC0QM  pyocwtwwsffs  RiCQuests  to  access  records  may  be 
(firected  to  the  R^jonal  Director  of  Business  Afifairs,  R^ion  3, 
and  the  Assistant  Commissioner  for  Operating  Programs,  R^ion  3, 
at  the  addresses  listed  above,  in  accordance  with  the  G^  rules  as 
promulgated  in  41CFR  105-64.  published  in  the  Federal  Register. 

Contesthig  record  procedures;  G^  Rules  for  access  to  systems 
of  records,  contesting  the  contents  of  a  system  of  records  and  ap¬ 
pealing  initial  determinations  are  promulgated  in  41CFR  105-64, 
pubhsfaed  in  the  Federal  Register. 

Record  souroa  rategorka;  Agency  personnel  and  payroll  records, 
and  the  individuals  themsdves. 

GSA/Rcglonal  Administrators  3 
System  name:  Biogr^diical  sketches,  GSA/Region  9 

System  locatiaa:  This  system  is  located  in  the  office  of  the  Re¬ 
gion  Administrator  at  the  following  address; 

GSA  Region  9 

Office  of  the  Regiooal  Adnunistratew  (9A) 

525  Market  Street 
San  Francisco,  CA  94105 

Catcgortei  of  individuals  covered  by  the  system*  Individuals  in¬ 
clude  GSA  and  other  Federal  government  officials. 

Categories  of  records  fas  the  system:  Records  consist  of  biographi¬ 
cal  sketches  of  GSA  and  other  Fbderal  government  officials. 
Records  are  used  by  the  Regional  Administrator  and  his  staff  for 
the  purpose  of  preparing  introductions  for  GSA  and  other  Federal 
government  officials,  for  speeches  and  public  rdations. 

Authority  for  mknttaanrs  of  ths  system:  Utk  5.  U.S.C.  Section 
301. 

Routine  uses  of  records  maintained  in  the  qratem,  todudliig  catego¬ 
ries  of  users  and  ttw  purposm  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3),  are  described  in  the  rqipoidix  following  the 
GSA  Notices. 

Poikles  and  practices  lor  storing,  retrieving,  fwmrfffaif ,  retaining, 
and  dlFpneing  of  records  In  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Ratxievaliility:  Filed  alidiabetically  by  name. 

Safegaards:  Restricted  to  official  use  only  on  a  need  to  know 
basis. 

Retention  and  dkpoeal:  Diq;>ositioa  Of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  182a2). 

System  managerfs)  and  adihrcss:  The  official  responsibk  for  the 
system  of  records  is  the  Regional  Administrrtor,  at  the  address 
listed  bdow: 

GSA  Region  9 

Office  of  the  Regiooal  Administrator  (9A) 

525  Market  Street 
San  Francisco,  CA  94105 

NotHkation  procedure:  Information  may  be  obtained  bxMn  the  of¬ 
fice  of  the  Re^onal  Administrator  at  the  ackbress  listed  above. 

Record  aceem  procedurea;  Requests  to  access  records  may  be 
directed  to  the  office  of  the  Regional  Administrator,  at  the  address 
listed  above,  in  accordance  wiu  the  GSA  rules  as  promulgated  in 
41CFR  105-64,  puNished  in  the  Federal  Roister. 

Coakstfaig  record  procedures;  GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a  system  of  records  arid  appeal¬ 
ing  initial  determinationa  are  promnli^ted  in  41CFR  l(tf-64, 
published  in  the  Federal  Register. 

Record  aoarca  enkgorkst  PiMic  information,  the  individuals 
theiaadves,  or  news  rdeases. 

GSA/Rti»imil  A  thainlkrnliiri  4 

Syskm  nams:  Regiooal  Administrator’s  official  correspondence  file, 
GSA/Region  2. 

Syskm  lacation:  The  system  is  located  in  the  ofBoe  ot  the  Re¬ 
gion  Admiaaitratar  at  the  following  adchem; 
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.  GSA  Region  2 

Office  of  the  Regional  Administrator  (2A) 

26  Federal  Plaza 
New  York.  NY  10007 

Categories  of  individBals  corctcd  by  the  system:  Individuals  are 
those  corresponding  with  the  Regional  Administrator,  including  but 
not  limited  to  Members  of  Congress- in  Region  2,  mayors  and 
mayors’  staffs  in  R^jon  2,  judges  in  Region  2,  minority  enterprises 
in  Region  2,  individuals  corresponding  with  the  Regional  Adminis¬ 
trator  regarding  savings  bond  campaigns,  employees  receiving  let¬ 
ters  of  appreciation  and  commendation  in  R^ion  2,  and  other  in¬ 
dividuals  corresponding  with  the  Regional  Administrrtor,  Region  2. 

Categories  of  records  in  the  system:  Records  consist  tjf  incoming 
correspondence,  background  material,  and  outgoing  correspondence 
to  individuals  described  in  the  system.  The  system  is  used  as  a 
record  of  correspondence  receiv^  by  the  office  of  the  Regional 
Administrator  and  as  a  reference  in  preparing  and  replying  to  im¬ 
mediate  and  future  correspondence. 

Aothority  for  maintenaBcc  of  the  system:  Title  S,  U.S.C.  Section 
301. 

Routine  uses  of  records  maintained  in  the  system,  hsclndfag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  S  U.S.C.  SS2a  (aX^  and  provided  for 
in  S  U.S.C.  S52a  (bX3),  are  described  in  the  appendix  fcdlowing  the 
GSA  Notices. 

Policies  and  practices  for  staring,  retrieving,  accessMg,  rrtainhig, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Rctrtevability:  Filed  alphabetically  by  name  the  individual  or 
firm. 

Safeguards:  Access  limited  to  Regional  Administrator  and  staff 
for  official  use  only  on  a  need  to  know  basis. 

Retentioa  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB.  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  asanagetts)  and  addrem:  The  official  responsible  for  the 
system  is  the  Regional  Administrator,  R^jon  2,  at  the  address 
listed  below: 

GSA  Region  2 

Office  of  the  Regional  Administrator(2A) 

26  Federal  Plaza 
New  York;  NY  10007 

Nodficatioa  prooedure:  Information  may  be  obtained  from  the  of¬ 
fice  of  the  Regional  Administrator,  at  the  address  listed  above. 

Record  access  procedures:  Requests  to  access  records  may  be 
directed  to  the  office  of  the  Regional  Administrator,  at  the  address 
listed  above,  in  accordance  with  the  GSA  rules  as  promulgated  in 
41CFR  lOS-^,  puUished  in  the  Federal  Register. 

Contestfaig  record  prooedures:  GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a  system  ai  records  arid  appeal¬ 
ing  initial  determinations  are  promulgated  in  41CFR  lOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  The  actual  correspondence  and  agency 
records. 

GSA/Reglonal  Arhnhdstrators  5 

System  name:  Regional  Administrator’s  official  correspondence  file, 
GSA/Region  9. 

System  locatfam:  The  system  is  located  in  the  c^ice  of  the  Re¬ 
gional  Administrator  at  the  following  address: 

GSA  Region  9 

Office  of  the  Re^onal  Administrator(9A) 

525  Market  Street 
San  Francisco,  CA  94105 

Categories  of  hulividuals  covered  by  the  system:  Individuals  are 
those  corresponding  with  the  Regional  Administrator,  including  but 
not  limited  to  Members  of  Congress  in  Region  9  and  individuals 
corresponding  with  the  Regional  Adnunistrator,  Region  9,  conceni- 
ing  enq>loyment. 

Categories  of  records  Is  the  syslm:  Records  eoiMtel'<tf''ihcbining 
correspondence,  background  material,  and  oulgomgirsmtapondence 
to  individuals  described  in  the  system.  The  syntan.  is  used  as  a 


record  of  correspondence  received  by  the  office  of  die  Regkaial 
Administiator  and  as  a  reference  in  preparing  and  replying  to  im¬ 
mediate  and  future  correspondence. 

Authority  ior  mointammoe  of  the  syotam:  Title  5,  U.S.C.  Sectkin 
30L 

Routine  usm  of  records  tmdntained  M  the  qrstem,  hirliuHag  catsgo- 
rks  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
tftese  Records,  as  defined  in  5  U.S.C  552a  (aXT)  and  provided  for 
in  5  U.S.C.  552a  (bX3).  are  described  in  the  appendix  foDowmg  the 
GSA  Notices. 

Policies  and  practices  for  tenrhig,  retih  ijag,  aocesiMg,  retaining, 
and  dispnahig  of  records  in  the  sytem: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabeticaDy  by  name  ot  the  individual. 

Safeguards:  Access  limited  to  Regional  Administrator  and  staff 
for  official  use  oidy  on  a  need  to  know  basis. 

Retentian  and  dkposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB,  GSA  Records  Maintenance  and  Di^Msition 
System  (OAD  P  1820.2). 

System  uianager(s)  and  addkem:  The  official  responsible  for  the 
system  is  the  R^jonal  Administrator,  Region  9,  at  the  address 
listed  below: 

GSA  Region  9 

Office  of  the  Regional  Administrator(9A) 

525  Market  Street 
San  Francisco,  CA  94105 

NortBcatton  proesdsre:  Informatioa  may  be  obtained  from  the  oi- 
fice  of  the  Regional  Administrator,  at  the  address  listed  above. 

Record  access  procedures:  Requests  to  access  records  may  be 
directed  to  the  office  of  the  Regional  Admimstrator,  at  the  address 
listed  above,  in  accordance  with  the  GSA  rules  as  promulgated  in 
41CFR  105-64,  published  in  the  Federal  Roister. 

Contesting  record  procedures:  GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a  system  of  records  and  appeal¬ 
ing  initial  determinations  are  proniulgated  in  41CFR  105-64, 
puUisbed  in  the  Federal  Register. 

Record  source  categories:  The  actual  correspond^e  and  agency 
records. 

GSA/PBS  1 

System  name:  Enq;>loyee  Related  Rles,  GSA/PBS 

System  location:  This  system  is  located  in  Public  Buildings  Ser¬ 
vice  at  addresses  of  each  location  listed  in  the  appendix  ft^wing 
Notice  GSA/raS  3. 

Categories  of  Indhridnals  covered  by  the  systeas:  ras  Central  Of¬ 
fice  and  Regioaal  employee  files  that  are  kept  on  employees  in 
their  respective  offices. 

Categories  of  records  in  the  systeas:  General  personnel  informa¬ 
tion,  including  but  not  limited  to;  name,  bom  address,  hdm 
telephone  number,  work  location  and  telephone  number,  SSN, 
DOB,  dates  of  service,  salary,  grade,  within  grade  increases, 
promotions,  age,  education,  work  experience,  biographical  material, 
tardiness,  grievances,  executive  justification.  EEO  Counselors, 
press  inquiries,  apfnaisal  register  (staff),  work  measurement  tim, 
attendance  records,,  special  handling  of  checks/bonds  service  and 
reimbursement  agreement,  report  of  absence,  employee  clearance 
sheet,  request  for  personnel  action  and  insurance,  physical  fitness 
reports,  statement  of  persoiud  history,  retirement  infonnation, 
h^th  benefit  infonnation.  work  assignments,  notice  of  inquiry  or 
occupational  disease,  property  pass  individual  record  of  emergency 
data,  employee  parking  permit  application  and  related  information, 
motor  vehicle  operators  identification  card  (SF  46).  payroll  change 
slips,  organizational  roster,  alcholisms.  letters  of  reference  and  pic¬ 
tures,  career  plans,  health  A  sick  leave  certificates,  papers  relating 
to  accidents,  dis-  ability  infonnation,  position  sensitivity,  finger¬ 
print  chart,  work  assignment  and  orientation  schedules.  These 
records  are  used  to  monitor  and  document  personnel  actions,  deter¬ 
mine  digibility  for  promotion,  and  work  “■■igurriit:  for  tte  con¬ 
venience  of  supervisors  in  overseeing  employee  activities;  to  evalu¬ 
ate  performance;  document  disciplinary  action;  monitor  grievance 
proceeding  and  EEO  complaints,  provide  reference  to  other  i^en- 
cies  when  seeking  employment  elsewhere;  use  as  a  general  man^ 
ment  tool  to  oversee  personnel  fidnaaiiitrrUiMi  nf  th*?  nrg^niTation 

Authority  for  asMatenance  af  the  qratenu'Tide  5,  U.S.C.  general 
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KsmIIbc  mcs  of  iwdi  mlitstHd  hi  the  iwhidhil  ntafo* 

ita  of  aam  aad  tin  iwirpun*  of  ndi  «kk  The  Roulme  Uses  of 
diese  Records;  as  de&ied  in  S  U.S.C.  552a  (a)  (7)  and  provided  for 
in  5  U.S.C  552a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  notices. 

Miriss  and  pmetkas  for  staring,  retrieving,  arrrsslng,  retnlnhig, 
and  dispoBtng  of  raoorda  ha  the  qrtam: 

Storage:  Paper  records  in  file  folders  and  card  files. 

Retitevabaity:  Filed  alphabetically  by  name  at  each  location 

Safegnards:  Buildings  enqpfcy  security  guards  and  access 
procedures  are  contained  in  41  CTO  105-66. 

Rrtantion  and  dtsposai:  Disposition  of  records  shaQ  be  in  ac¬ 
cordance  with  the  HB.  GSA  Rk  ords  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

Systam  Hianagrr(s)  and  address;  The  official  responsiUe  for  this 
system  of  records  is  the  Commissioner,  PuUic  Buildings  Service, 
Washington.  DC  20405. 

NodBcatloa  procedure;  Information  may  be  obtained  from  the  of¬ 
ficials  cited  above  at  the  appropriate  repository  where  individual 
have  records.  If  not  known,  general  inquiries  should  be  made  to  the 
Commissioner,  Public  Buildings  Service.  The  addresses  of  aO  loca¬ 
tions  are  listed  in  the  appendix  following  Notice  GSA/TOS  3. 

Record  aoccss  procedures;  Same  as  above.  GSA  rules  for  access 
to  Systems  of  Records  contesting  the  contents  of  a  System  of 
Record  and  appealing  initial  determinations  are  prmmilgated  41 
CFR  105-64,  published  in  the  Federal  Register. 

Contcatlag  record  procedures:  GSA  rules  for  access  to  Systems 
Records  contests^  the  contents  of  a  System  of  Record  arid  appeal¬ 
ing  initial  determinations  are  prcnnulgated  41  CFR  105-64,  pufahshed 
in  the  Federal  Register. 

Record  source  categories;  Agency  (rfficials,  individuab  aiu)  per¬ 
sonnel  from  finance  and  persoiuid 

GSA/PBS2 

Syslcsn  uauM:  Space  Management  aiul  Employee  Information,  Au¬ 
tomated  Systems  -  GSA/PBS 

Systaui  locallou:  The  hardware  systems  are  located  at  Regional 
Federal  Data  lYocessmg  Centers  (see  appendix  fcdlowing  Notice 
GSA/PBS  3)  and  INFONET  System,  El  Segundo,  Cahf.  (National 
Tele  Processing  Service). 

CtesgsrlM  of  Individuals  covered  by  the  system:  Congressmen  and 
Senators;  PBS  Central  trffice  employees  and  regional  office  em¬ 
ployees. 

Categorfas  of  records  fu  the  system:  Included  are  identification  <rf 
current  status  of  any  psurticular  space  request  or  lease  contract 
negotations;  computation  of  Federal  Buildings  Fund  Standard 
Levd'User  Charge  Bills;  determine  cost  of  personnd  time  rdated 
to  each  project  and  computation  tA  office  of  Space  Management 
workload  statistics  for  management  Space  assignment  and  cost 
data  maintained  only  for(coogressional)space  build  under  the 
Federal  Building  Fund  concept  Maintains  building  and  lease  assign¬ 
ment  information  used  for  program  maiugement  and  computation 
of  Standard  Levd  User  changes  for  the  Federal  Buildings  Fimd; 
provides  timdy  and  accuate  maiugement  information  to  PBS  per¬ 
sonnd;  tnaintains  cost  mfomution  (employee  cost  and  hours  ex¬ 
pended);  produce  statistics  from  which  sumdards  of  performance 
and  manpower  requirements  can  be  determined. 

Authority  lor  maintenaucc  sf  the  eystem:  Public  Buildings  Act, 
1959;  Public  Law  92-313  and  5  U.S.C  Part  m,  GeneraL 

Reuthm  uses  of  records  mataitahaed  hi  the  system,  tadudhig  catego- 
rlss  sf  users  aad  the  purposes  sf  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C  552a  (a)  (7)  and  provided  for 
in  5  U.S.C.  552a  (b)  (3)  are  descrftied  in  the  appoidix  following  the 
GSA  Notices.  ' 

PoHdes  and  pmctlom  far  sterlng,  retrieving,  aeoessing,  retafahig, 
and  dfaposhig  of  rscsrds  in  the  sytem: 

Starage;  Magnetic  tape,  cards  and  discs. 

RetrlivaMMty;  Employee  name,  grade  and  SSN 

Safagaards:  System  user  number  and  passwords,  program  name 
codes  and  keys,  batch  modes  with  reports  provided  only  to 
authorned  PBS  personneL 

Retentlaa  and  dimaaal:  Disposition  of  records  shaO  be  in  ac¬ 
cordance  with  dw  Iffi,  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  182OJ0. 


System  numagerfa)  and  ndAess;  The  official  respoosiMe  for  this 
system  of  record  is  the  (Commissioner,  Public  Buildings  Service, 
Washuwton,  DC.  20405. 

Nidllh'ntlon  procedure:  Same  as  above. 

Record  aooem  procedinae;  Requests  from  individuals  to  access 
records  should  be  addressed  same  as  above.  GSA  rules  for  access 
to  System  of  Records  (Contesting  the  contents  .of  a  System  of 
Record  and  appealing  initial  determinations  are  prcHiailgated  41 
CFR  105-64,  published  in  the  Federal  Register. 

Contesting  record  pmccdurcs:  GSA  rules  for  access  to  Systems  of 
Records  contest!^  the  contents  of  a  System  of  Record  ai^  appeal¬ 
ing  initial  determinations  are  promulgated  41  (CFR  105-64,  published 
in  the  Federal  Register. 

Record  source  categorirs;  Agency  officiate,  individuate. 

GSA/PBS3 

System  name:  Incident  Rq;>orting  System  -  GSA/PBS 

Security  rlaaslfiratlnn'  Unclassified  to  Top  Secret 

System  location:  The  systems  are  located  at  each  investigator’s 
(Atice,  each  Regional  office;  and  Centra)  Office.  (See  addresses  of 
each  location  listed  in  the  a^iendix  following  Noti^  GSA/PBS  3.) 

Categories  of  IndWduals  covered  by  the  system;  (Categmy  of  In¬ 
dividuate:  These  files  include  the  following: 

a.  Identification  of  individuate  who  were  the  source  of  1)  the  ini¬ 
tial  complaint,  or  2)  an  allegation  that  a  crime  has  taken  plaM. 

b.  Identification  of  witnesses  having  inf<»matioa  or  evidence 
relating  to  any  side  of  an  investigatioo; 

c.  Identification  (A  possflde  and  actual  suspects  in  the  criminal 
situation  that  is  subject  of  investigatioo; 

d.  Identification  material  developed  on  subjects  of  investigation, 
both  those  whose  identity  is  known  and  those  w^  are  unknown; 

e.  Identification  on  sources  of  information.  Identification  on 
sources  of  evidence.  The  identity  of  these  individuate  may  be  con¬ 
fidential  as  well  as  the  subject  matter  diey  contribute.  These  files 
contain  information  vital  to  the  outcome  at  administrative 
procedures,  dvil  and  criminal  cases.  Much  of  this  information  is 
subject  to  the  Jencks  Act,  the  PGI  Act  and  the  Privacy  Act 

Catagurtes  of  records  in  the  qrstem:  (3ompl^  Ctiminal  Investiga¬ 
tion  Rqxxt.  Fiom  the  opening  of  a  case  imtil  its  close.  It  may  be 
closed  administratively  or  by  final  court  disposition.  These  files  are 
used  in  the  enforcement  of  criminal  laws  and  rules  and  regulations 
that  provide  punitive  sanctions.  They  are  used  in  police  ^orts  to 
prevent,  control  or  reduce  crime  and  ai^irdiend  criminate.  Also 
they  ate  used  by  prosecutors,  the  courts,  and  in  cormection  with 
correctional,  probation,  pardon  and  parole  activities.  These  files  ate 
instituted  and  maintained  td  varying  points  in  the  process.  The 
processes  of  criminal  justice  and  civil  or  administrative  remedies 
require  their  partial  or  total  disclosure.  ' 

Anihorlty  far  malntmanrr  of  the  system:  40  U.S.C.  318  et  seq 
GFA  P  5440.1,  CTIGE  315 

Rondne  uses  of  records  msfatafaed  fa  ths  syslm,  faefading  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  Uses: 

a.  To  c^ficers  and  eirq)loyees  oi  the  Federal  Protective  Service 
who  need  their  content  in  the  performance  of  their  authorized  du¬ 
ties; 

b.  To  the  various  bureaus  and  divisions  oi  the  Justice  Depart¬ 
ment  that  have  primary  jurisdictioo  in  locations  and  on  subject  mat¬ 
ters  that  the  FPS  shares,  to  some  extent,  the  same  jurisdictioo; 

c.  To  those  subdivisions  of  the  Justice  Department  that  have  the 
lesponsfaility  for  prosecutiag  criminal  cases  aial  pursuing  civil 
cases  arising  from  authorized  activities  of  the  FPS; 

d.  To  the  Qvfl  Service  Commissino  for  purposes  wdneh  they  ate 
authorized  to  use  the  information; 

e.  Law  enforcement  agencies  which  have  lawfuDy  participated  in 
an  investigation  joindy  conducted  with  the  FPS,  and  also  those 
Routine  Uses  contained  in  the  appendix  foBowing  the  GSA 
Notices. 
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Polkfa*  «mI  practkcB  lor  floftag,  retriertat,  aocoolat,  rctainiBg, 
MdcUqMMtac  of  recordi  !■  tbe  ■jrtoii: 

Stance:  Paper,  mag  tape,  index  cards. 

RctrlmbUlty:  Manually  by  name,  file  number,  case  number,  by 
incident  and  k^tion  as  well  as  type  of  incident 

Safeguards:  Suxed  in  steel  filing  cabinets  with  built  in  3  position 
dial  type  combination  safe  lock,  in  space  assigi^  FPS  investiga¬ 
tions  in  various  government  own^  and  leased  buildings. 

Retention  and  daposal:  Disposition  of  records  shaD  be  in  ac¬ 
cordance  with  the  Iffi,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manngrr(s)  and  address:  The  official  responsible  for  this 
system  of  records  is: 

Assistant  Conunissioner  for  Federal  Protective 
Service  Man^ment 
General  Services  Administration 
Room  2042,  18th  &  F  Streets,  NW 
Washington,  DC.  2040S 

Notification  procedure:  Same  as  above.  Direct  inquiries  for  infor¬ 
mation  from  these  files  to  the  system  manager.  Information  as  how 
to  proceed  under  the  Act  is  set  forth  in  41  CFR  lOS-66.  If  a 
question  of  content  or  a  protest  at  content  arises  the  FPS  nnist  so 
notify  recipients  of  all  accounted  disclosures;  also  of  all  corrections 
made  in  the  record. 

Record  access  jproocdurcs:  Same  as  above.  GSA  rules  for  access 
to  Systems  of  Records  contesting  the  contents  of  a  System  of 
Record  and  appealing  initial  determinations  are  promulgated  41 
CFR  lOS-64,  published  in  the  Federal  Register. 

Coatesdag  record  procedures:  GSA  rules  for  access  to  Systems  of 
Records  contesting  ^  contents  of  a  System  of  Record  and  appeal¬ 
ing  initial  determinations  are  promulgated  41  CFR  103-64,  pubfohed 
in  the  Federal  Raster. 

Record  source  categories:  Information  contained  in  these  record 
systems  is  developed  through  investigation,  informants,  witnesses, 
official  records,  invest!-  gative  leads,  statements,  depostions,  busi¬ 
ness  records  or  any  o&r  information  source  available  to  the 
Federal  Protective  Service  investigators. 

Systems  exempted  from  certain  provisions  of  the  act:  Disclosure 
Policies:  On  a  case-by-case  after  tri-level  consideration,  the  follow¬ 
ing  officials  will  avaU  themselves  of  exemption  under  the  Privacy 
Act  of  1974  with  the  exception  of  Subsections  (b),  (c)  (1)  and  (2), 
(e)  (4)  (A)  through  (F),  (e)  (6),  (7),  (9),  (10)  and  (11)  and  (i),  and 
Section  B-7  of  the  FOl:  Regional  DireeUx  Federal  Protective  Ser¬ 
vice  Division;  Assistant  Commissioaer,  Office  of  Federal  Protec¬ 
tive  Service  Management;  and  General  Counsel.  Rules  exepipting 
the  system  are  published  in  the  Federal  Register. 

Regional  Office  Buildings  >  ^ 

Appendix  GSA/PBS  Addresses  of  Location 

Regional  Offices 

Region  1 

Post  Office  and  Courthouse 
Boston,  Massachusetts  02109 

Region  2 

26  Federal  Plaza  v 
New  York,  New  York  10007 

Region  3 

GSA  Regional  Office  Building 
7th  &  D  Streeu,  SW., 

Washington  DC  20407 

Region  4 

1776  Peachtree  Street,  NW., 

Atlanta,  Georgia  30309 

Region  5 
Federal  Building 
230  S.  Dearborn  Street 
CThicago,  Illinois  60604 

Region  6 

Federal  Building 


1300  East  Bannister  Road 
Kansas  City,  Missouri  64131 

R^ion  7 
819  Taylor  Street 
Fort  Worth,  Texas  76102 

Regicm  8 
Building  41 

Denver  Federal  Center 
Denver,  Colorado  80223 

Region  9 

323  Market  Street 

San  Francisco,  California  94103 

R^ion  10 
GSA  Center 

Auburn,  Washington  98002 
Region  1 

Field  Offices  &  Addresses 

John  Fitzgerald  Kennedy 
Federal  Building  Field  Office 
Rm.  E131,  Government  Onter 
Boston,  MA  02203 

John  W.  McCormack 
Post  Office  &  (Courthouse  Field 
Office 

Rm.  903,  Post  Office  Square 
Boston,  MA  02109 

Area  Office  &  Address 

MaiKhester 

Rm.  113,  Hoyt  Building 
497  SOver  Street 
Manchester,  NH  03103 

Field  Offices  &  Addresses 

Andover 

Rm.  Ill,  Nmth  Atlantic 
Service  Center 
310  Lowell  Street 
Andover,  MA  01810 

Augusta 

Rm.  lOlE,  Federal  Building  & 
Post  Office 
40  Western  Avenue 
Augusta,  ME  04330 

Burlington 

Rm.  317,  Federal  Building 
11  Elmwood  Avenue 
Burlington.  VT  03401 

Concord 

Rm  1 10.  Federal  Building,  Post 
Office  &  Courthouse 
33  Pleasant  Street 
Concord,  NH  03301 

Portland 

Rm  117,  Courthouse 
136  Federal  Street 
Portland,  ME  04111 

Area  Office  &  Address 

ProvidetKe 

Rm  322,  Federal  Building, 

Post  Office 
Exchange  Terrace 
Providence,  RI 02903 

Field  Offices  A  Addresses 
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Hartford 

Rm.  137,  Federal  BuOdiiig 
450  Main  Street 
Hartford,  CT  06103 

Providence 

Rm.  318,  Federal  Building, 

'  Post  Office 
Exchange  Terrace 
Providence,  RI 02903 

Waltham 

Bldg.  147,  Federal  Center 
424  Trapelo  Road  ^ 

Waltham,  MA  021S4 

Worcester 

Rm.  400,  Federal  Building, 
Courthouse 
595  Main  Street 
Worcester,  MA  01608 

Region  2 

Area  Office  &  Address 
Albany 

Rm.  929,  Federal  Building 
Clinton  Ave.  &  N.  Pearl  SL 
■  Albany,  NY  12207 

Field  Offices  &  Addresses 

Albany 

Rm.  213,  Post  Office  & 
Courthouse 
Albany,  NY  12201 

Plattsburg 
Federal  Building 
Plattsburg,  NY  12901 

Scotia 

Bldg.  12,  GSA  Scotia  Depot 
Scotia,  NY  12302 

Area  Office  A  Address 

Brooklyn 

Building  245,  Mezznine 
Raritan  Depot 
Edison,  NJ  08817 

.  Field  Offices  A  Addresses 

Airport 

Rm.  101 ,  Federal  Building  • 
JFK  International  Airport 
Jamaica,  NY  11430 

Belle  Mead 

GSA  Belle  Mead  Depot 
BeUe  Mead,  NY  08502 

Brookhaven 
Bldg.  1,  IRS  Center 
1040  Waverly  Avenue 
HohsvOle,  NY  11742 

.  Bnxddyn 

Rm.  327D,  Federal  Building 
and  Courthouse 
225  Cadman  Flaza  East 
Brooklyn,  NY  11201 

Field  Offices  A  Addresses  Cont’d 

Newark 

Rm.  135,  Federal  Building 
970  Broad  Street 


-  Newark,  NJ  07102 
Ttenton 

Rm.  207,  Post  Office  and  Courthouse 
Trenton,  NJ  08608 

Area  Office  A  Address 

Buffalo 

Rm  618,  Federal  Building 
1 1 1  W.  Huron  Street 
Buffalo,  NY  14202 

Field'  Offices  A  Addresses 

Buffalo 

Rm  30,  Federal  Building' 

1 1 1  W.  Huron  Street 
Buffalo,  NY  14202 

Binghamton 

Rm  200,  Administration  Building 
OSA  Dq[x>t,  Hoyt  Avetuie 
Binghamton,  NY  13901 

Rochester 

Rm  309,  Federal  Building  and 
Courthouse 
100  State  Street 
Rochester,  NY  14614 

Area  Office  A  Address 

Manhattan 
Rm2421 
26  Federal  Flaza 
New  York  Qty,  NY  100^ 

Field  Offices  A  Addresses 

Battery 
Rm.  881 

6  Worid  Trade  Center 
New  Yoric  Qty.  NY  10048 

Federal  Plaza 
Rm  309,  Federal  Building 
26  Federal  Flaza 
New  York  City,  NY  10007 

Greater  Manhattan 
5th  Floor 
252  -  7th  Avenue 
New  York  City,  NY  10001 

Courthouse 

U.s.  Courthouse 
40  Foley  Square,  Rm  104 
New  York  City,  NY  10007 

'Area  Office  A  Address 

Puerto  Rico 
GSA,  Po  Box  3672 
San  Juan,  PR  00904 

Field  Office  A  Address 

San  Juan 

GSA,  PO  Box  3672 
San  Juan,  PR  00904 

Region  3 

Area  Office  A  Address 
Fhiladrfphia 

Rm  &230,  Regional  Office 
Building 

7th  &  D  Streets,  SW 
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WathingtOD.  DC  20407 

Field  Offices  A  Addresses 

E.  FhOadetphia 
R11UI2II. 

Federal  Building 
600  Arch  Street 
Fhi]ade4>hia,  PA  19106 

W.  PhOadelpto 
Rm.  1  IS,  Federal  Building 
1421  Cherry  Street 
Philadelphia,  PA  19102 

Germantown 

Rm.  38,  Courthouse 
and  Fe^ral  Building 
9th  A  Market  Street 
Philadelphia,  PA  19107 

Harrisburg 
Rm.  863,  Courthouse 
and  Federal  Building 
228  Walnut  Street 
Harrisburg,  PA  17101 

Pittsburgh 

Rm.  2136,  Federal  Building 
1000  Liberty  Avenue 
Pittsburgh,  PA  1S222 

Wilkes-barre 

Rm.  S04,  Wyoming  Valley 
Vets.  Buildi^ 

19  N  Main  Street 
WQkeS'barre,  PA  18701 

Area  Office  A  Address 

Richmond 

Rm.  G-226,  Regional  Office 
Building 

7th  A  D  Streets,  SW 
Washington,  DC  20407  ^ 

Field  Offices  A  Addresses 

James  River  . 

Rm.  1010,  Federal  Budding 
400  N  8th  Street 
Richmond,  VA  23240 

Kanawha 

Rm.  3017,  Federal  Building 
SOO  Quarrier  Street 
Charleston,  WV  25301 

Norfolk 

Rm.  S,  Bank  Virginia  Building 
870  N  Military  Highway 
Norfolk,  VA  23502 

Parkersburg  '  - 

Rm.  3321,  Federal  Building 
Juliana  A  5th  Streets 
Parkersburg,  WV  26101 

Area  Office  A  Address 

South 

Rm.  G-230,  R^ional  Office 
Building 

7th  A  D  Streets,  SW 
Washington,  DC  20407 

Held  Offices  A  Addresses 

AiuK»stia 
Building  205  NYA 
2nd  A  M  Streets,  SE 


Washir«ton,  DC  20407 

Central  Support 
10  P  Street.  SW 
Waahit«ton,  DC  20407 

Forrestal 

RitL  10-024,  Focrestal  Biiilding 
1000  Independence  Avenue,  SW 
Washington,  DC  20407 

Agriculture 

Rrru  1509,  South  Agriculture  Bldg. 
14th  A  Independence  Avenue,  SW 
Waahir«ton,  DC  20407 

•  HEW 

Ritl  1264,  HEW  North  Building 
330  Independence  Avenue,  SW 
Washington,  DC  20407 

Southwest' 

Rm.  LWl ,  Trans  Point  Building 
2100  2nd  Street.  SW 
Washington.  DC  20595 

Man 

Rnn.  1102.  GSA  Regional  Office 
Building 

7th  A  D  Streets,  SW 
Washington,  DC  20407 

Area  Office  A  Address 

White  House 
Rm.48.  EOB 

17th  A  Petmsylvania  Ave,  NW 
Washington,  DC  21056 

Field  Office  A  Address 

Suitland 

Rnn.  1037,  Federal  Building  3 
Suitland.  MD  20033 

Area  Office  A  Address 

West  ' 

Rm.  G-228.  Regional  Office 
Building 

7th  A  D  Streets,  SW 
Washington,  DC  20407 

Field  Offices  A  Addresses 

-  AEC 

Rm  R-003.  AEC  Buildii« 
Germantown,  MD  20545 

Commerce 

Rm  1036,  Commerce  Building 
14th  A  Constitutioo  Ave,  NW 
Washington,  DC  20231 

Lafayette 

Rm402 

1016  16th  Street,  NW 
Washington,  DC  20005 

Interior 

Rm  1452,  Federal  Building  9 
1900  E  Street.  Nw 
Washington,  DC  20415 

Rock  Creek 

Rm  101 .  Gel  man  Building 
2120  L  Street.  NW 
Washington,  DC  20407 

State 

Rm  1481,  State  Building 
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320  2Ut  Street,  NW 
Washington,  DC  20320 

Veterans 

Rm.  118.  Veterans  Building 
810  Vermont  Avenue,  NW 
Washington.  DC  20003 

Area  Office  A  Address 

Arlington 

Rm.  G-228,  Regional  Office 
Building 

7th  A  D  Streets,  SW 
Washington,  DC  20407 

Field  Offices  A  Addresses 

Alexandria 
Rm.  428,  Hoffman  I 
2461  Eisenhower  Avenue 
Alexandria,  VA 

Columbia  Pike 

Rm.  1030,  Federal  Building  2 
Columbia  Pike 
Arlington,  VA  20301 

Jefferstm  Davis 
Rm.  946,  Crystal  Plaza  6 
2221  Jefferson  Davis  Highway 
Arlington,  VA  22202 

McLean 

Rm.  lE-12,  CIA  Building 
McLean.  VA  20303 


Rdd  Offices  A  Addresses 
GAO 

Rm.  1037,  GAO  Buildii« 

441  G  Street.  NW. 

Wasfaiisgton,  DC  20407 

—  HyattsviUe 

Rm  1010,  Presidential  Building 
6323  Bekaest  Road 
HyattsviUe.  MD  20782 

Justice 

Rm  1B838,  9th  A  PA  Avenue,  NW 
Washington,  DC  20407 

Labor 
Rm  S-1207 

3rd  A  Constitution  Avemie,  NW 
Washington,  DC  20407 

Patrick  Henry 

Rm  4426,  610  D  Street.  NW 
Washington,  DC  20407 

R^ion  4 

Field  Office  A  Address 
Atlanta 

Federal  Building 
272  Ivy  Street,  NE 
Atlanta.  GA  30306 

Area  Office  A  Address 


Pentagon 

Rm.  lA-331,  Pentagon  Building 
Arlington,  VA  20301 

Rosslyn 

Rm.  126,  Architect  Building 
1400  Wilson  Boulevard 
Arlington,  VA  22209 

Area  Office  A  Address 

Baltimore 

Rm.  G-226.  Regional  Office 
Building 

7th  A  D  Streeu,  SW 
Washington,  DC  20407 

Field  Offices  A  Addresses 

Chesapeake 

Rm.  313,  Federal  Building 
31  Hopkins  Plaza 
_  Baltiinore,  MD  21202 

Fort  Meade 

Rm.  9608,  NSA  Buflding 
Baltimore,  MD  21202 

West  MarybuMl 
Rm.  1G25^  Oper.  Building. 
Baltimore,  21202 

Woodlawn 

1  Rutherfmd  Plaza 
7133  Rutherford  Road 
Bahimoie,  MD  21207 

Area  Office  A  Address 

North  ' 

Rm.  G-230,  Regional  Office 
Building 

7th  A  6  Streets,  SW 
Washington,  DC  20407 


Birmingham 

Rml612,  2121  Building 
2121  8th  Avemie 
Birmingham,  AL  33203 

Field  Offices  A  Addresses 

Birmin^iam 

Rm.  ^3,  Federal  Building 
1800  3th  Avenue,  N. 

Birmingham,  AL  33203  ■ 

HuntsviUe 

Rm  IE,  1600  Ballistic  Missle 
Center,  PO  Box  1367,  West  Station 
HuntsviUe.  AL  33807 

Jackson  / 

Rm  20,  Post  Office  A  Courthouse 
243  E  Cigiital  Street  ' 

POBox  1230 
Jackson,  MS  39203 

Mobile 

Rm  407,  Federal  Building 
Mobile.  AL  36602 

Montgomery 

Rm  400,  Post  Office  A  Courthouse 
Comer  Church  A  Lee  Street 
Montgomery,  AL  36104 

'I'upelo 

Rm  320,  Federal  Building  A 
Post  Office 

300  W.  Main.  PO  Box  711 
Tupelo.  MS  38801 

Area  Office  A  Address 

Charlotte 

Rm  413,  BSR  BuUding 
316  E  Moiehead  Street 
Charlotte.  NC  28203 
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Field  Offices  &  Addresses 
Asheville 

Rm.  77,  Federal  Building 
Battery  Park  Avenue 
Asheville.  NC  28801 

Charleston 

Rm.  621 ,  Federal  Building 
334  Meeting  Street 
Charleston,  SC  29403 

Columbia 

Rm.  S02D,  Federal  Building 
901  Sumter  Street 
Columbia.  SC  29201 

Raleigh 

Rm.  S20,  Federal  Building, 

Post  Office  and  Courthouse 
310  New  Bern  Avenue 
Raleigh.  NC  27601 

Area  Office  &  Address 

Jacksonville 

Rm.  448,  Federal  Building 
400  W  Bay  Street,  PO  Box  3S00S 
Jacksonville,  FL  32202 

Field  Offices  &  Addresses 

Jacksonville 

Rm.  448,  Federal  Building 
400  W  Bay  Street,  PO  Box  35005 
Jacksonville,  FL  32202 

Miami 

Rm.  1517,  Federal  Building 
51  SW  1st  Avenue 
Miami,  FL  33130 

Savannah 

Rm.  232,  Post  Office  &  Courthouse 
Bull  and  State  Street 
Savannah,  GA  31402 

Tampa 

Rrn.  733,  Federal  Building 
500  Zack  Street 
Tampa,  FL  33602 

Thomas  ville 

Rm.  208,  Federal  Building 
PO  Box  1355 
Broad  &  Monroe  Streets 
Thomasville.  GA  31792 

Area  Office  &  Address 

Nashville 

Rm.  A905,  Federal  Building 
and  Courthouse 
801  Broadway 
Nashville.  Tn  37203 

Field  Offices  &  Addresses 

Covington 

Rm.  138,  IRS  Center 
4th  &  Russell  Streets 
Covington,  KY  41011 

Louisville 

Rm.  273,  Federal  Building 
600  Federal  Place 
Louisville.  KY  40202 

Memphis 

Rm.  382,  Clifford  Davis 


Federal  Building 
167  N  Main  Street 
Menvhis.  TN  38103 

NashviHe 

Rm.  1 17,  Federal  Building 
and  Courthouse 
801  Broadway 
Nashville.  TN  37203 

Oak  Ridge 

Rm  G-209,  Federal  Building 
Admiitistration  Road 
PO  Box  3474 
Oak  Ridge.  TN  37830 

Region  5 

Field  Offices  &  Addresses 
Courthouse 

Rm  280,  Everett  Mckinley 
Dirksen  Building 
219  S  Dearborn 
Chicago,  IL  60604 

North 

Rm  128,  Federal  Building  and 
Railroad  Retirement  Buildirig  . 

844  N  Rush 
Chicago,  IL  6061 1 

South 

Rm.  127,  Federal  Building 
Building  A 

1819  W  Pershing  Rood 
Chicago.  IL  60609 

Central 

Rm.  292,  Federal  Building 
536  S  Clark  Street 
Chicago,  IL  60605 

Fort  Wayne 
GSA-FSS-Casad  Depot 
Building  11 
New  Haven 
Fort  Wayne,  IN  46774 

Hammond 

Rm.  412,  Federal  Building 
and  Courthouse 
507  State  Street 
Hammond,  IN  46302 

Indianapolis 

•  Rm  301,  Federal  Building  ' 

and  Cointhouse 
46  E  Ohio  Street 
Indianapolis.  IN 

Jeffersonville  v 

Rm.  160,  Federal  Center 
1201  E  10th  Street 
Jeffersonville,  IN  47130 

Terre  Haute 

Rm.  304,  Post  Office  and 
Courthouse 
30N7th  Street 
Terre  Haute,  IN  47808 

Canton 

Rm  148,  Frank  T.  Bow  Federal  Buil 
201  Cleveland  Avenue,  SW 
Canton,  OH  44701 

Cincinnati 

Rm  440.  Post  Office  and 
Courtehouse 

5di  Main  A  Walnut  Streets 
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Cincinnati.  t)H  44199 
Columbus 

Rm.  445,  Federal  Building  and 
Courthouse 
85  Marconi  Boulevard 
Columbus,  OH  43215 

Dayton 

Rm.  102,  Federal  Building  and 
Courthouse 
118  W  Third  Street 
Dayton,  OH  45402 

Toledo 

Rm.  1213,  Federal  Building 
234  Summit  Street 
Toledo,  OH  43604 

Detroit 

Rm.  1016,  Federal  Building 
and  Courthouse 
231  W  Lafayette 
Detroit,  Ml  48226 

Grand  Rapids 

Rm.  180,  Federal  Building 
and  Courthouse 
1 10  Michigan  Street,  NW 
Grand  Rapids,  MI  49502 

Battle  Creek 
Rm.  214,  Federal  Center 
74  N  Washington  •  ' 

Battle  Creek,  MI  49017 

Pontiac 

Rm.  C9,  Federal  Building 
and  Post  Office 
35  E  Huron  Street 
Pontiac,  MI  48058 

Duluth 

Rm.  202,  Federal  Building, 
Courthouse  &  Customhouse 
515  W  1st 
Duluth.  MN  55802 

St.  Paul 

Rm.  226,  Federal  Building 
Ft.  SnelUng 
Twin  Cities  . 

St.  Paul,  MN  55111 

Minneapolis 

Rm.  242,  Federal  Building 
and  Courthouse  ' 

110  S  4th 

Minneapolis,  MN  55401 
Milwaukee 

Rm.  62,  Federal  Building  and 
Courthouse 

517  E  Wisconsin  Avenue 
Milwaukee,  WI  53202 

Wausau 

Federal  Building 
317  First  Street 
Wausau,  WI  55401 

Springfield 

Rm.  104,  Federal  Building 
and  Courthouse 
600  E  Monroe  Street 
Springfield,  IL  62701 

Benton 

Rm.  220,  Post  Office 
and  Courthouse 
314  W  Main  Street 


Benton.  IL  62812 
Region  6 

Field  Offices  &  Addresses 
Topeka 

Federal  Center  Wareliousc 
PO  Box  19047 
Topeka,  KS  66619 

Wichita 

Rm.  280,  Federal  Building 
418  S  Meun  Street 
Wichita,  KS  67202 

Kansas  City  North 
Rm.  109,  Federal  Building 
601  E  12th  Street 
Kansas  City,  MO  64106 

Kansas  City  South 
Rm.  B-1,  Federal  Building 
1500  E  l^nnister  Road 
Kansas  City,  MO  64131 

Area  Office  &  Address 

St.  Louis 

Rm.  635,  Courthouse  and 
Customhouse 
1114  Market  Street 
St  Louis,  MO  63101 

Field  Offices  &  Addresses 

Mart 

Rm.  113,  Federal  Building 
405  S  12th  Street 
St  Louis,  MO  63102 

Downtown 

Rm.  1624,  Federal  Building 
1520  Market 
St  Louis,  MO  63103 

MPRC 

Rm  2005,  9700  Page 
St.  lx>uis,  MO  63132 

Rolla 

Rm.  1 ,  Tucker  Building 
103-105  W  10th  Street 
Rolla,  MO  65401 

Columbia 

Rm.  117,  Federal  Building 
608  E  Cherry  Street 
Columbia,  MO  65201 

Federal  Center 
Rm.  110,  Building  107, 

Federal  Center 

4300  Goodfellow  Boulevard 

St  Louis,  MO  63120 

Area  Office  &.  Address 

Omaha 

Rm.  1 106,  Federal  Building  and 
Post  Office 
215  N  17th  Street 
Omaha,  NE  68102 

Field  Offices  &  Addresses 

Cedar  Rapids 

Rm.  126,  Federal  Building  and 
Courthouse 
101  First  Street,  SE 
Cedar  Rapids,  lA  52401 
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Fort  Dod^ 

®-2.  Federal  Buildnui 

Fort  Dodge,  lA  50501 

Des  Moines 

118,  Federal  Building 
210  Walnut  Sti^  ‘“***“8 
Des  Moines,  lA  50309 

Omaha 

2“,  Federal  Building, 
and  Courthou^ 
215  N  17th  Street 
Omaha,  NE  68102 

North  Platte 

Federal  Building 

North  Platte,  NE  69101 
Lincoln 

129  N  10th  Street 
Lincoln,  NE  68508 

Region  7 

Area  Office  A  Address 
Austin 

Rm  109,  Courthouse 
200  W  8th  Street 
Austin,  TX  78701 

Field  Offices  & 


Area  Office  A  Adthess 
New  Orleans 

2m  Budding 

^  South  Street 
New  Orleans.  LA  70130 

ReW  Offices  &  Addresses 

Lafayette 

3^  Federal  Building. 

Courthouse 

Jefferson  A  Main  Streets 

Lafayette.  LA  70501 
New  Orleans 


600  Souths^? 

New  Orleans,  LA  70130 
Ruston 

1^  .108,  Federal  Buikhm 
Mts^sippi  A  Vienna  St« 
Ruston.  LA  72170 

Area  Office  A  Address 

Dallas 

101,  Federal  Building 
and  Courthouse 


and  Courthouse 
11 M  Conunerce  J 
*^“llas.  TX  75202 

Field  Offices  A  Addresses 

Albuquerque 

Federal  Budding 
317  Gold  Avenue.  SW  * 
Albuquerque,  NM  87103 

Dallas 

■«  Federal  Building 

and  Courthouse 
n  14  Comm^  Street 
Dallas,  TX  75202 

Fort  Worth 
819  Taylor 

Fort  Worth,  TX  76102 
Lubbock 

R®- 114.  Federal  Buddaig 
and  Courthouse 
1205  Texas  Street 
Lubbock,  TX  79401 

Santa  Fe 

R®|^1 .  Federal  Budding 
S  Federal  and  Grant 
Santa  Fe,  NM  87501 

Area  Office  A  Address 

Houston 

Rnt  298  Customhouse 

701  San  Jacinto 

Houston.  TX  77052 
Field  Offices  A 


Addresses 

Austin 

R“]- JplOO.  Federal  Buddi 
and  Post  Office 
300  E  8th  Street 
Austin,  TX  78701 

El  Paso 

R™- 105,  Courthouse. 

^  R  San^tonio  Street 
El  Paso.  TX  79901 

Laredo 

^  Post  Office  and 
Courthouse 
Matamoros  A  Juarez 
Laredo,  TX  78040 

San  Antonio 

San  Antonio,  TX  78204 
Area  Office  A  Address 
Little  Rock 

R«^®1  Budding 
^  W  Capitol  Street^^ 
Little  Rock.  AR  72201 

Field  Offices  A  Addresses 
Little  Rock 

R**™1  Budding 
Lrttle  Rock.  AR  72201 

Russellvdle 

114,  Federal  Building 

River  A  David  StreST®* 

Russedvdlc.  AR  72801 


Addresses 

Beaumont 

R®-  256.  Post  Office 
and  Courthouse 
Broadway  and  Widow  Sti 
Beaumont.  TX  77701 

Houston 

R®-  5009,  Federal  Buildir 


39184 


GENERAL  SERVICES  AD^ISTRATION 


and  Courthouse 
515  Rusk  Avenue 
Houston,  TX  77002 

Area  Office  &  Address 

Oklahoma  City 
Rm.  3436,  I^t  Office, 
Courthouse  and  Federal  Building 
201  NW  3rd  Street 
Oklahoma,  OK  73101 

Field  Offices  &  Addresses 

Muskogee 

Rm.  110,  Courthouse 
and  Federal  Building 
5th  &  W  Okmulgee  Streets 
Muskogee,  OK  74401 

Oklahoma  City 
Rm.  B031,  Post  Office, 
Courthouse,  and  Federal  Building 
201  NW  3rd  Street 
Oklahoma,  OK  73101 

Tulsa 

Rm.  106,  Federal  Building 
224  S  Boulder 
Tulsa,  OK  74103 

Region  8 

Field  Offices  &  Addresses 

Denver  Federal  Center 
Entrance  E,  Building  41 
Denver,  CO  80225 

York  Street 

Bldg.  7.  3800  York  Street 
Denver,  CO  80205 

Denver 

Rm.  1415,  Federal  Building  and 
Courthouse 
'  1%1  Stout  Street 
Denver,  CO  80202 

Colorado  Springs 
PO  Box.4788 

Colorado  Springs,  CO  80930 
Billings 

Federal  Budding  &  Courthouse 
PO  Box  1477 
Billings,  MT  59103 

Helena 

Federal  Building,  Rm.  401 
PO  Box  1718 
Helena,  MT  59601 

Missoula 

Federal  Building,  Post  Office  & 
Courthouse,  Rm.  1003 
PO  Box  1205 
Missoula,  MT  59801 

Bismarck 

Federal  Building,  Post  Office  & 
Courthouse,  Rm.  228 
220  East  Rosser 
Bismarck,  ND  58501 

Fargo 

Federal  Building  &  Post  Office 
Rm.  105 

657  •  2iid  Avenue,  N 
Fargo,  ND  58102 


Aberdeen  ' 

Rm.  120,  Federal  Building 
1 15  -  4th  Avenue,  SE 
Aberdeen,  SD  57401 
•  Pierre 

Rm.  210,  Federal  Building, 

Post  Office  and  Courthouse 
225  S.  Pierre  Street 
Pierre,  SD  57501 

Utah 

Rm  2201,  Federal  Building 

125  S  State  Street 

Salt  Lake  City,  UT  841 1 1 

Casper 

Rm.  1010,  Federal  Building  and 
Post  Office 
100  East  B  Street 
Casper,  WY  82601 

Cheyeiuie 

Joseph  O’Mahoney  Federal  Center 
2120  Capitol  Avenue,  Rm  2016 
Cheyenne,  WY  82001 

Region  9 

Field  Offices  &  Addresses 

Sansome  Street 
Rm.  13,  Appraisers  Building 
630  Sansome  Street 
San  Francisco,  CA  94111 

Golden  Gate 

Rm.  1443,  Federal  Building  ^ 

450  Golden  Gate 

San  Francisco,  CA  94102 

East  Bay 

Rm.  416,  Federal  Building 
1515  Clay  Street 
Oakland,  CA  94612 

Sacramento 

Rm.  1542,  Federal  Buildit^g 
and  Courthouse 
650  Capitol  Mall 
Sacramento,  CA  95814 

Stockton 

GSA  Federal  Service  Center 
Bldg.  606,  Rough  and  Ready 
Island 

Stockton,  CA  95203 
Fresno 

Rm.  1001,  Federal  Building 
and  Courthouse 
1 130  ‘O’  Street 
Fresno,  CA  93721 

Santa  Ana 
FMeral  Building 
34  Civic  Center  Drive 
DeUe,  CA  90201 

Cmtral  Los  Angeles 
Rm.  G-11,  Courthouse 
312  N  Spiirtg  Street 
Los  Angeles,  CA  90012 

West  Los  Angeles 
Rm.  10218,  Federal  Building 
1 1000  W^shire  Boulevard 
Los  Angdes,  CA  90024 

San  Di^o 

Rm.  712,  Charter  Oil  Bldg. 

110  W‘C  Street 
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Saa  Dicso.  CA  92101  ' 

San  Clemente 

GSA.  US  Coast  Guard  Station 
San  Clemente,  CA  92672 

Phoemx 

Rm.  1006,  Federal  Building 
230  N  First  Street 
Phoenix,  AZ  85025 

Tucson 

Rm.  412,  Post  Office  and 
Courthouse 
Scott  and  Broadway 
Tucson,  AZ  85726 

Honolulu 

Rm.  214,  Post  Office  and 
Courthouse 
335  Merchant  Street 
Honolulu,  HI  96813 

Reno 

Rm.  3113,  Federal  Building 
300  Booth  Street 
Reno,  NV  89502 

Las  Vegas 

Rm.  1-620,  Federal  Building 
and  Courthouse 
300  Las  Vegas  Boulevard 
Las  Vegas,  NV  87101 

Region  10 

Field  Offices  &  Addresses 
Seattle 

Rm.  1890,  Federal  Building 
915  2nd  Avenue 
SeatUe,  WA  98174 

Bellingham 

Rm.  112,  Federal  Building 
104  West  Magnolia 
Bellingham,  WA  98225 

Spokane 

Rm.  112,  Courthouse 
W  920  Riverside  Avenue 
Spokane,  WA  99201 

Richland 

Rm.  G62,  Federal  Buildiitg, 
Post  Office  and  Courthouse 
PO  Box  400 
Richland,  WA  99352 

Auburn 

Bldg.  815,  GSA  Center 
Auburn,  WA  98002 

Portland 

Rm.  201 ,  Courthouse 
SW  Broadway  A  Main 
Portland,  OR  97205 

Eugene 
PO  Box  10639 
Eugene,  OR  97401 

Boise 

Rm.  164,  Federal  Building 
and  Courthouse 
550  W  Fort  Street 
Bobc,  ID  83701 

Area  Office  A  Address 

Anchorage 


Federal  Buildup,  Post  Office 
and  Courthouse 
4th  and  F  Streets 
Anchora^,  AK  99501 

Field  Offices  A  Addresses 

Anchorage 

Federal  Building,  Post  Office 
and  Courthouse 
4th  aitd  F  Streets 
Anchorage,  AK  99501 

Juneau 

Rm.  103,  Federal  Building, 

Post  Office  and  Courthouse 
709  W  Ninth 
Juneau,  AK  99801 

GSA/Aurrs  1 

System  tuune:  ClassiHed  Control  Files,  GSA/ADTS. 

System  locatioa:  Office  of  Telecommunications,  Central  and  Re¬ 
gional  offices  of  ADTS  at  the  addres.se$  listed  in  the  appendix  fol¬ 
lowing  Notice  GSA/ADTS  7. 

Categories  of  indivkluals  covered  by  the  system:  Employees  of 
GSA,  other  Government  Agencies,  and  conunercial  corporations. 

Categories  of  records  in  the  system:  Records  are  nuiintained  in  this 
nonautomated  system  for  the  purpose  of  ensuring  control  over  ac¬ 
cess  to  classified  information  and  faeflities.  Contains  records  such 
as;  security  clearance  levels,  registers,  access  authorizations,  offi¬ 
cial  courier/messenger  designations,  security  officer  appointments, 
files  custodian  lists,  security  briefings  and  acknowledgements. 

Authority  for  maintenance  of  the  system:  Executive  Order  10450 
April  27,  1953 

Roudne  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposm  of  such  uses:  Maintaining  and 
exchanging  current  information  regarding  authority  of  personnel  to 
gain  access  to  classified  material  or  facihties.  Documenting  respon¬ 
sibilities  of  designated  personnel  to  administer  the  overall  security 
program  Used  to  verify  clearance  for  access  to  classified  material 
or  facilities,  to  allow  performance  (rf  maintenance  and  repair  of 
classified  communicatioas  equipment,  to  verify  authority  to  release, 
transport  and  receive  classified  material,  both  inter  and  intra  agen¬ 
cy.  cither  Routine  Uses  are  contained  in  the  appendix  following  the 
GSA  notices. 

Pollries  and  practiem  for  storing,  retiicvhig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  kept  in  safes,  storage  cabinets,  or  desk 
drawers. 

Rctrievahility:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  emi^y  security  guards.  Storage  containers 
are  either  locked  or  located  in  a  limited  access  area. 

Rctentiaa  and  dhpoaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

Syston  mnnagetts)  and  address:  Chief,  Secure  and  Emergency 
Communications  Branch,  Office  of  Telecommunications,  GSA, 
ADTS,  18th  A  F  Streets,  N.W.,  Washington,  D.C.  20405. 

Notiflcafion  procedure:  Inquiries  should  be  directed  to  the 
Director  of  the  Telecommunications  Division  of  the  appropriate  Re¬ 
gional  Office  or  the  Central  Office  at  the  addresses  listed  in  the  ap¬ 
pendix  fcdlowing  Notice  GSA/ADTS  7.  Any  required  assistance  can 
be  obtained  from  the  system  manager  identified  above. 

Rceord  aocem  prooednrm:  Same  individuals  as  above. 

CanScallng  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64.  published  in  the  Federal  Re¬ 
gister. 

Record  source  rairgnrim-  The  individuals  themselves,  requests  for 
clearance  and/or  access,  other  security  forms. 

GSA/ADTS  2 

System  uaene:  Congressional  Files,  GSA/ADTS 

System  location:  ADTS  central  office  and  in  the  regional 
headquarters  offices  at  the  addresses  listed  in  the  appendix  foDow- 
ing  Notice  GSA/ADTS  7. 
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CaAccorfes  of  indhridiials  oovcrcd  by  the  system:  Menrixrs  of  Con¬ 
gress  and  their  staffs.  State  Governors  and  their  staffs. 

rsAfgnriri  of  records  In  the  system:  Records  are  ma^tained  in  this 
nonautomated  system  for  the  pur-  pose  of  ensuring  that  proper  ac¬ 
tion  is  being  taken  <mi  congressional  and  state  requests  for  ADP  and 
telecommunications  service.  Contains  records  used  fcH-  ordering, 
billing  and  budget  purposes.  Contains  telephone  service  requests, 
ADP  service  requests,  billing  fcH*  FTS  and  extended  service, 
general  inquiries,  record  of  meeting,  service  complaints,  and 
remedial  actions. 

Anthority  for  maimenance  of  the  system:  Title  31,  USC  Section 
680a 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  S  U.S.C.  S52a  (aXT)  and  provided  for 
in  S  U.S.C.  SS2a  (b)  (3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files,  storage  cabinets  and  file  folders. 

RetrievabHity:  Filed  alphabetically  by  name  of  individual. 

Safeguards:  Buildings  employ  security  guards.  Access  is 
restricted  to  authorized  personnel.  Records  are  released  only  to 
authorized  officials. 

Retention  and  disposal:  Disposition  of  Records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2) 

System  managerfs)  and  address:  Executive  Directm-,  GSA,  ADTS, 
18th  &  F  Street,  N.W.,  Washington,  D.C.  20405. 

Notification  procedure:  Inquiries  should  be  directed  to  the  Office 
of  Executive  Director,  ADTS  to  the  ^propriate  region  at  the  ad¬ 
dress  listed  in  the  appendix  following  Notice  GSAVADTS  7.  Any 
required  assistance  can  be  obtained  from  the  system  manager 
idratified  above. 

Record  access  procedures:  Same  individuals  as  above. 

Cimtcsting  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individuals  themselves 
(correspondence,  telephone  calls  etc),  the  staffs  of  the  individuals 
concerned,  other  ADTS  employees  involved. 

GSA/ ADTS  3 

System  name:  Discretionary  Supervisor  Files  -  GSA/ADTS. 

System  location:  Normal  place  of  business  of  supervisor  in  either 
the  GSA/ADTS  central  office  or  regional  locations.  Headquarters 
addresses  are  listed  in  the  appendix  following  Notice  GSA/ADTS  7. 

Categories  of  individuais  covered  by  the  system:  ADTS  employees 
includi^  those  in  intern,  youth  employment  and  temporary  status. 

Categories  of  records  in  the  system:  Records  are  maintained  in  this 
nonautomated  system  at  the  complete  discretion  of  the  ADTS  su¬ 
pervisor.  Contains  records  such  as  personnel  actions,  training 
requests,  performance  i^raisals,  letters  of  commendation,  cita¬ 
tions,  awa^s,  job  description,  accident  reports,  supervisors  assess¬ 
ment,  career  counseling,  leave  record,  copies  of  warnings, 
grievances,  reprimands,  attendance,  organizational  charts,  selection 
brief,  outside  employment  and  labor  relations. 

Authority  for  maiutcnaiicc  of  the  system:  Title  5  USC  Section  301 . 

Routine  uses  of  records  malntaiacd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (aXT)  and  provided  for 
in  5  U.S.C.  552a  (bX3),  are  described  in  the  appendix  fcdlowing  the 
GSA  Notices. 

Polkim  and  practices  for  storing,  retrieving,  accessing,  retainfaig, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  kept  in  storage  cabinets  or  desk  drawers. 

Retrievabillty:  Filed  alphabetically  at  each  location  by  nanne  of 
individual. 

Safeguards:  Buildings  employ  security  guards.  Storage  containers 
are  either  locked  or  located  in  a  limited  access  area  under  the  direct 
control  of  the  supervisor. 

Retention  and  dhposal:  Disposition  of  Records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 


System  manager(s)  and  address:  Director  of  Perscmnel  Division, 
Office  of  the  Executive  Director,  GSA/ADTS,  18th  and  F  Streets, 
N.W.,  Washington,  D.C.  20405. 

NotMcation  procedure:  Inquiries  should  be  directed  to  the  in¬ 
dividual’s  immediate  supervisor.  Any  required  additional  assistance 
can  be  obtained  from  the  system  manager  identified  above. 

Record  access  procedures:  Same  individuals  as  above. 

Contesting  record  procedinrs:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individuals  themselves,  personal 
observations  of  the  supervisor,  conversations,  copies  of  documents 
prepared  by  the  supervisor,  other  employees. 

GSA/ADTS  4 

System  name:  Emergency  Notification  Files,  GSA/ADTS. 

System  location:  Central  and  Regional  Office  of  ADTS  at  the  ad¬ 
dresses  listed  in  the  appendix  following  Notice  GSA/ADTS  7. 

Categories  of  Individuals  covered  by  the  system:  GSA/ADTS  Cen¬ 
tral  Office  and  Regional  employees. 

Categories  of  records  in  the  system:  Records  are  maintained  in  this 
nonautomated  system  for  the  purpose  of  notifying  and  identifying 
employees  or  their  designees  under  emeigency  conditions.  Contains 
records  such  as:  employees  name,  address,  position  title,  office 
phone  number,  home  phone  number. 

Authority  for  nudntenance  of  the  system:  Title  5  USC  Section  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintaining  a  current 
listing  of  officials  to  contacted  during  national  disasters,  contin¬ 
gency  and  emeigency  situations,  and  pro-  viding  this  information  to 
the  agencies  concerned.  Contacting  officials  in  support  of  Federal 
Emergency  Flan  D  and  NCS  Plan  for  Communi-  cations  Support  in 
Major  Disasters  and  Emergencies.  Notifying  personnel  in  cases  of 
of^rational  or  personal  emergencies.  Other  Routine  Uses  are  con¬ 
tained  in  the  appendix  following  the  GSA  Notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  files  kept  in  safes,  storage  cabinets  or  desk 
drawers. 

Retrievability:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards.  Storage  containers 
are  either  locked  or  located  in  a  limited  access  area.  Information  is 
released  only  to  authorized  officials. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2) 

System  nianager(s)  and  address:  Chief,  Secure  and  Emergency 
Conununications  Branch  (CTOS),  Office  of  Telecommunications, 
Genoa!  Services  Administration,  ADTS,  18th  and  F  Streets,  N.W., 
Washington,  D.C.  20405. 

Notification  procedure:  Inquiries  should  be  directed  to  the 
Director  of  the  Telecommunications  Division  of  the  appropriate  Re¬ 
gional  Office  or  the  Telecommunications  Operations  ^vision  Cen¬ 
tral  Office  at  the  appropriate  addresses  hsted  in  the  appendix  fol¬ 
lowing  Notice  GSA/ADTS  7.  Any  required  assistance  can  be  ob¬ 
tained  from  the  system  manager  identified  above. 

Record  accen  procedures:  Same  individuals  as  above. 

Contesting  record  proceilures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  cFk  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individuals  themselves,  their  super¬ 
visors,  emergency  listings,  disaster  plans  and  personnel  files. 

GSA/ADTS  5 

Syston  name:  Financial  Management  Files,  GSA/ADTS 

System  location:  Financial  Management  Division,  ADTS  central 
office  and  in  the  (rffices  of  the. ADTS  Commissioner’s  and  the 
Telecommunications  Division  Director’s  at  the  regions.  Addresses 
are  listed  in  the  appendix  foBowing  Notice  GSA/ADTS  7. 

CatcgDcies  of  individuals  covered  by  the  system:  GSA/ADTS  Cen¬ 
tral  Office  and  Regional  Employees 


SmftAL  RMISini  VOL  40,  NO.  1*7— WIDNISOAY.  AUGUST  27.  1«7S 


OfNfftAL  SMVICES  AOMINISTIIATION 


39187 


Calcgorks  of  records  in  til*  S3«tcni:  Records  are  maintained  in 
both  paper  and  automated  form  for  the  puqiose  oi  financial 
management.  Contains  information  on  financiid  projections  for 
short  and  long  range  planning,  preparation  ot  annual  financial 
plans,  monthly  and  quarterly  analysis  at  operation  funds  and  veri¬ 
fying  accounting  reports.  Contains  records  such  as:  travel  logs, 
tran^Mftation  requests,  claims,  vouchers,  within  grade  aotis**  and 
pay  changes,  (^>era-  tor  cost  data,  credit  cards,  requisitions,  over¬ 
time  requests,  operating  plans,  time  and  attendance  files,  payfoQ, 
commercial  call  certifications,  employment  staffing,  retirement 
eligibility,  manpower  and  payroll  statistics. 

Anthority  for  malateaancc  of  the  system:  Utle  31  USC  Sections 
66a,  66b. 

Rontfaic  uses  ot  records  mslntainrd  far  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  at  such  uses:  The  Routine  Uses  ot  the 
Records,  as  defined  in  SUSC  SS2(aX7)  and  provided  tor  in 
SUSCSS2  (bX3),  are  described  in  the  appendix  following  the  OSA 
Notices. 

Policies  and  practices  tor  storfasg,  retrieving,  accessing,  retafaiing, 
and  diqMsing  of  records  in  the  sytem: 

Storage:  Paper  files  are  kept  in  storage  containers.  Magnetic 
tapes  are  filed  in  a  tape  library. 

RetrievabUity:  Filed  alphabetically  at  each  location  by  name  of 
individual. 

Safeguards:  Buildings  employ  security  guards.  Record  storage 
containers  are  either  locked  or  are  under  the  direct  supervision  of 
the  office  manager.  Tapes  are  stored  in  a  limited  access  area. 

Retention  and  disposal:  Disposition  of  records  shaU  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  Executive  Director,  GSA,  ADTS, 
18th  and  F  Streets,  NW,  Washington.  DC  20405. 

Notification  procedure:  Inquiries  should  be  directed  to  the  Finan¬ 
cial  Management  Division  Director,  Central  Office  or  to  the  ap¬ 
propriate  Regional  Commissioner’s  Office  at  the  addresses  listed  in 
the  appendix  following  Notice  GSA/ADTS  7.  Any  required 
assistance  can  be  obtained  from  the  System  Manager  identified 
above. 

Record  access  procedures:  Same  individual  as  above. 

Contesdag  record  procedures:  GSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  Telephone  Inventory  and  Accounting 
System  and  individuals  submitting  the  various  types  of  claims, 
vouchers  and  requests. 

GSA/ADTS  6 

System  naom:  Personnel  Administrative  Files,  GSA/ADTS 

System  locatiM:  Central  Office  and  Regional  offices  of  ADTS  at 
the  addresses  listed  in  the  appendix  fc^wing  Notice  GSA/ADTS  7. 

Categories  at  individuals  covered  by  the  system:  GSA,  ADTS  cen¬ 
tral  office  and  regional  employees. 

Categories  of  records  in  the  system:  Records  are  maintained  in  this 
non-automated  system  for  the  purpose  of  administering  personnel 
matters  in  the  ADTS  central  office  and  r^ions.  Contains  annotated 
organizational  charts,  training,  duty  and  leave  schedules,  travd 
requests,  authorizations,  reprimands,  warnings,  vouchers,  ap- 
praisab,  position  descriptions,  biographic  and  career  information, 
suggestions,  details,  personnel  actions,  grievance  and  appeal  files, 
EEO  files,  personnel  ceiling  control,  licenses,  awards,  essential  re¬ 
sidence  telephone  service  feting,  skiO  directory,  trainee  and  intern 
files,  property  receipts,  rosters,  locators,  job  applications,  surveys. 

Authority  for  BudntenaBce  of  the  system:  Title  5,  USC  Section  301 

Routine  uses  of  records  maintained  fas  the  tytUm,  inrliidlng  catego¬ 
ries  of  asters  and  the  parpoocs  of  such  uaes:  Action  taken  with  Civfl 
Service  Commission  or  pending  on  grievances,  reprimands, 
warnings,  suggestions,  etc.  Other  Routine  Uses  are  described  in  the 
appendix  foOowmg  the  GSA  notices. 

Mides  and  practiom  lor  stertag,  rrtrli  ring,  acccsalng,  retaining, 
and  dispaaing  of  recotdfe  In  the  sytem: 

Storage;  Paper  fBes  kept  in  storage  cabinets  and  file  folders. 

RctrlevabRity:  Filed  alphabeticaBy  at  each  location  by  name  of 
individual. 


Sairgiimtti’  Buildings  employ  security  gimrds.  Storage  containers 
are  either  under  lock  and  key  or  located  in  a  limited  access  area. 
Information  is  released  oidy  to  authorized  agency  officials. 

Retention  and  dbpoaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  Iffi  GSA  Records  Mainteiumce  and  Disposition 
System  (OAD  P  1820.2) 

System  managerfs)  and  adefartsa:  Executive  Director,  GSA/ADTS. 
18th  and  F  Streets,  N.W.,  Washington,  D.C.  20405. 

Notification  procedure:  Inquiries  should  be  directed  to  the  Re¬ 
gional  ADTS  Commissioner  ^  the  appropriate  region  or  to  the  per¬ 
sonnel  division  at  the  Central  Office  at  the  addonses  feted  in  the 
appendix  following  Notice  GSA/ADTS  7.  Any  r^uired  assistance 
can  be  obtained  from  the  System  htanager  identified  above. 

Record  acceas  procedures:  Same  individuals  as  above. 

Contesting  record  procedures:  OSA  rules  for  access  to  records 
and  for  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  published  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individuals  themselves,  their  super¬ 
visors  and  from  other  ADTS  employees. 

GSA/ADTS  7 

System  name:  Workload  Measurement  FQes,  GSA/ADTS. 

System  location:  Regional  and  Central  Offices.  ADTS  at  the  ad¬ 
dresses  listed  in  the  appendix  following  Notice  GSA/ADTS  7. 

Categories  of  individuals  covered  by  the  systenu  (Current  em¬ 
ployees  of  GSA/ADTS. 

Categories  of  records  hi  the  system:  Records  are  maintained  in 
both  pcqier  and  magnetic  tape  is  this  system  for  the  purpose  of 
measur^  the  productivity  of  ADTS  technical  and  operational  per¬ 
sonnel  in  the  central  office  and  regions.  Contains  records  such  as: 
tape,  test,  re-run  logs,  applied  data  processing  time,  productive  per¬ 
formance,  proje^  status,  personnel  time  summary,  swhchbWd 
operator  evaluation,  RAMUS  reports,  systems  and  programming 
project  status,  tape  error  detection,  FTS  incoming  and  outgoing 
service  message,  switchboard  operations  reports,  computer  con¬ 
sole,  balance  and  job  coidiol  sheets,  historical  and  workload  files. 

Authority  lor  maintenance  of  the  syateas:  Title  5  USC  Section  301. 

Routine  uan  of  records  maintalnrd  in  the  system,  inriiiding  catego¬ 
ries  of  users  and  the  purpoacs  of  such  uses:  The  Routine  Uses  of 
these  Records,  as  defined  in  5  U.S.C.  552a  (aXT)  and  provided  for 
in  5  U.S.C.  552a  (bX3),  are  described  in  the  appendix  following  the 
GSA  Notices. 

Pottdes  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  of  reconds  in  the  sytenu 

Storage:  Paper  files  are  kept  in  file  cabinets  and  desk  drawers. 
Automated  recends  are  maintained  in  a  tape  library. 

Rctrievability:  Records  are  filed  alphabetically  by  individuals 
name,  number,  initials  or  operating  location. 

Safeguards:  Buildings  em|doy  security  guards  and  storage  con¬ 
tainers  for  paper  records  are  either  locked  or  in  a  limited  access 
area.  Autoniat^  records  are  maintained  in  a  controlled  tape  library. 

Retention  and  disposal:  Disposition  of  Records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  mamigcrfs)  ssmI  addhreas:  C!dmniissioner,  GSA,  ADTS,  18th 
and  F  Streets,  N.W.,  Washington,  D.C.  20405. 

Notification  procedure:  Inquiries  should  be  directed  to  the  Re¬ 
gional  Commissioner  of  the  appropriate  regional  office  or  the  Ex¬ 
ecutive  Director  at  the  central  office  at  the  addresses  feted  in  the 
iq>pcndix  following  Notice  GSA/ADTS  7. 

Record  access  procedures:  Same  individuals  as  above. 

Contesting  record  procekhares:  GSA  rules  for  access  to  records 
and  tor  contesting  the  contents  and  appealing  initial  determination 
are  promulgated  in  41  CFR  105-64,  puMitired  in  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  supervisor’s  review  of  message  and 
tape  logs,  trouble  reports,  re-run  sheets  etc.,  the  emidoyee  himself, 
other  en^loyees. 

APPENDIX  GSA/ADTS  AIXXIESS  OF  LOCATIONS 

ADTS/GSA  Central  Office  • 

18th  A  F  Streets  N.W. 

Waslui«lon.  D.C.  28405 
Telephone  :  202  -  343  •  6022 
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Region  1 

Area  Manager,  ADTS 

John  W.  McCormack  P.O.  &  Courthouse 

Post  Office  Square 

Boston,  Mass.  02109 

Telephone;  617  -223-5055 

Region  2 

Regional  Commissioner,  ADTTS 
26  Federal  Plaza 
NewYork,  N.Y.  10007 
Telephone:  216-264-1711 

Region  3 

Regional  Commissioner,  ADTS 
7th  and  D  Streets  S.W. 

Washington,  D.C.  20407 
Telephone:  202  -  343-7825 

Region  4 

Regional  Commissioner,  ADTS 
1776  Peachtree  Street,  N.W. 

Atlanta,  Georgia  30309 
Telephone;  404  -  526-3801 

Region  5 

Regional  Commissioner,  ADTS 
219  So.  Dearborn  Street 
Chicago,  ni.  60604 
Telephone:  312  -  353-5628 

Region  6 

Regional  Conunissioner,  ADTS 
1500  E.  Bannister  Road 
Kansas  City,  Missouri  64131 
Telephone;  816  -  926-7309 

Region  7 

Regional  Commissioner,  ADTS 
819  Taylor  Street 
Fort  Worth,  Texas  76102 
Telephone:  817  -  334-2379 

Region  8 

Regioiud  Conunissioner,  ADTS 
Building  41  -  Denver  Federal  Cen. 

Denver,  Colorado  80225 
Telephone;  303  -  234-4337 

Region  9 

Regional  Commissioner,  ADTS  • 

49-4th  Street 

San  Francisco,  California  94103 
Telephone:  415  -  556-3272 

Region  10 

Area  Maiutger,  ADTS 
GSA  Center 

Auburn,  Washington  98002 
Telephone:  206  -  833-5431 

GSA/FSS  1 

Syatcm  name:  Quality  Control  Automated  Management  System  - 
GSA/FSS 

System  location:  Office  of  Standards  and  Quality  Control,  Crystal 
Mall  Building  4,  Arlington,  Virginia  (Mail;  Washington,  D.C. 
20406),  and  all  Regional  (Quality  Control  Divisions  at  the  regional 
office  locations  listed  in  the  appendix  following  Notice  GSA/FSS 
13. 

Categories  of  individuals  covered  by  the  system:  (Quality  Assurance 
Specialists,  (Quality  Inspection  Specialists,  and  Supervisory  (Quality 
Assurance  Specialists. 

Categories  of  records  in  the  S3rstem:  Information  on  individual 
work  assignments,  man-hours  spent  on  assigiunents,  line  kerns  han¬ 
dled  and  production  efficiency.  Recmxis  are  used  only  by  officers 
and  employees  of  GSA  who  have  a  need  for  the  records  in  the  per¬ 
formance  of  their  duties  to  obtain  status  of  all  open  wenk,  to 
schedule  work,  measure  work  and  to  develop  periodic  <H>erational 
statistics  and  budget  input. 


Authority  for  maintenance  of  the  system:  Title  40  U.S.C.  Sections 
481  and  487. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.'  552a(aX7)  and  provided  for  in  5 
U.S.C.  552a(bX3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  stming,  retrieving,  accessing,  retainiiq;, 
and  disposing  of  records  in  the  sytem: 

Storage:  Mag-tape  and  print-outs. 

Retrievability:  Code  number  assigned  to  individuals. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
mainUdned  in  areas  accessible  only  to  authorized  personnel  of  FSS. 
Information  in  computer  is  obtain^  only  through  coded  access  and 
limited  distribution. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  official  responsible  for  the 
system  of  records  is  the  Assistant  CTommissioner,  Office  of  Stan¬ 
dards  and  (>iality  Control,  Federal  Supply  Service,  crystal  Mall 
Building  4,  Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Directors  of  (Quality  Ck>ntrol  Divisions  of  the  activity  the  in- 
dividuid  is  or  was  employed.  If  not  known,  geneml  inquiries  should 
be  made  to  the. Assistant  Cbmmissioner,  Office  of  Standards  and 
(Quality  (Control,  Federal  Supply  Service,  Crystal  Mall  Building  4, 
Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  Usted  for 
each  location  in  the  appendix  fcdlowing  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  approximate  period  of  employment, 
and  position  held  to  assist  the  office  in  locating  the  record.  For  per¬ 
sonal  visits,  the  individual  should  be  able  to  provide  some  accepta¬ 
ble  identification  such  as  driver’s  license  or  employee  identifica¬ 
tion.  Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
puMished  in  the  Federal  Register. 

Record  source  categories:  Information  contained  in  the  system  is 
obtained  from  individual  daily  source  data,  contracts,  purchase  or¬ 
ders,  requests  for  quality  complaint  investigations,  requests  for 
plant  facilities  evaluations,  and  depot  quality  control  and  surveil¬ 
lance  actions. 

GSA/FSS  2 

System  name:  Work  Measurement,  Performance^  and  Analysis 
Systems  -GSA/FSS 

System  location:  Transportation  Services  Division  and  Logistics 
Data  Management  Division,  Crystal  Mall  Building  4,  Aldington,  Vir¬ 
ginia  (Mail;  Washington,  D.C.  20406),  arid  Regional  Offices  of  Pro¬ 
perty  Manage-  ment  Divisions,  Transportation  Services  Division, 
Oiality  Control  Divisions,  Prinfing  and  Publications  Division, 
Procurement  Divisions,  Supply  Ccmtrol  Divisions  and  Centralized 
Mailing  Lists  Services  at  the  regional  office  locations  listed  in  the 
appendix  following  Notice  GSA/  FSS  13.  Portions  of  the  systems 
are  also  located  at  InterageiKy  iiKkor  pools,  sub-pools  and  dispatch 
points  throughout  the  regions.  Addresses  of  these  locations  can  be 
obtained  from  the  hpplicaUe  regional  office. 

Categories  td  individuals  covered  by  the  system:  Federal  Supply 
Service  employees  working  at  the  activities  described  in  the  loca¬ 
tion  portion  of  this  notice. 

Categories  of  records  in  the  system:  Information  on  cmikoyment, 
training,'  man-hours  worked,  work  units  produced,  saljuy,  non¬ 
productive  hours,  places  visited.  (Records  are  used  only  by  officers 
and  employees  of  GSA  >«ho  have  a  need  for  the  records  in  the  per- 
fcNinance  of  their  duties  to  coUect  basic  wenk  measurement  data, 
provide  a  statistical  source  for  budgeting,  compute  effectiveness, 
spot  trends  in  divisicmal  work  performance  and  establish  work  stan¬ 
dards.) 

Authority  for  maintenance  of  the  system:  Federal  Pix^;)erty  and 
Administrative  Services  Act  of  1949,  as  amended  (63  Stat.  377); 
Title  5  U.S.C.  generally;  Title  31  U.S.C.  generally. 
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RoHtiBc  Mse*  of  ncordi  maintiliird  is  the  eyKem,  ierhMlhn  clego- 
rice  ol  necn  and  the  purpoeee  el  nich  vacB:  The  routiiie  uses  of  these 
records,  as  defined  in  5  U.S.C.  S52a(aX7)  and  provided  for  in  5 
U.S.C.  5S2a(bX3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practloes  for  stating,  retrieving,  err  feeing,  retaining, 
and  dhporing  of  records  in  the  eytans: 

Storage:  Paper  forms 

Rctrievablllty:  Name  of  employee  and/or  emidoyee  number 

Salc^nards:  Buildings  emplqy  security  guards  and  records  are 
mainUuned  in  areas  accessible  ^y  to  authmized  personnel  of  FSS. 
Information  is  released  only  to  authcHized  officials. 

Retention  and  dbpoaal:  Disposition  of  recmds  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

Systam  managers)  and  addrcaa:  The  official  respoosilde  for  the 
system  of  records  is  the  Executive  Director,  Federal  Supply  Ser¬ 
vice,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Notification  procednre;  Information  may  be  obtained  from  the 
Director  or  Regional  Director  of  the  applicatde  activity  shown  in 
the  location  portion  of  this  notice  in  wli^h  the  individual  is  or  was 
employed.  If  not  known,  general  inquiries  should  be  made  to  the 
Office  of  the  Executive  IMoctor,  Federal  Supply  Service.  Crystal 
Mall  Building  4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  tte  officials  dted  above.  In  person 
requests  may  also  be  made  during  nminal  business  hours  at  each 
kx^tion  in  the  appendix  following  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  emidoyment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  driver!s  license  or  emidoyee  identification.  Only 
general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a  system  of  record,  and  aiq>eal- 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Individual  time  records  or  labor  reports 
of  each  employee  and  weekly  reports  compiled  by  individuals. 

GSA/FSS  3 

System  name:  Project  Control,  Assignment  and  Reporting  Systems  - 
GSA/FSS 

System  location:  All  or  portions  of  the  systems  of  records 
described  in  this  notice  are  located  at:  Office  of  Interagency  Sup¬ 
port,  Office  of  Standards  and  Quality  Control,  Program  Develop¬ 
ment  Staff  of  the  Office  of  Supfdy  Control.  Logistics  Management 
Division  and  Office  of  Supply  Distribution,  Federal  Supply  Service, 
Crystal  Mall  Building  4,  Arlington,  Virginia  (Mail:  Washington, 
D.C.  20406). 

Categories  of  Individuals  covered  by  the  system:  Standards  Techni¬ 
cians  and  individuals  to  whom  special  projects  are  assigned. 

Categories  of  records  in  the  system:  Type  of  project,  workload  as¬ 
sociated  with  project,  individual  assigned  project,  and  progress. 
Projects  include  Federal  Item  Identification  Gtiide  Project  Control, 
Improvement  Project  Assignment,  special  (»ojects.  Weekly  Activi¬ 
ty  Reports  and  specifications  and  standards.  (Records  are  used  only 
by  officers  and  employees  erf  GSA  who  have  a  need  for  the  records 
in  the  performance  of  their  duties.) 

Authority  for  mahrtmancr  of  the  system:  Title  40  U.S.C.  Sections 
481  and  487;  Title  5  U.S.C.,  generally;  and  Title  31  U.S.C., 
generally. 

Routine  uses  of  records  maintained  in  the  qrslcm,  faKkiding  catego¬ 
ries  ef  nacrs  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  S  U.S.C.  S52a(a)(7)  and  provided  for  in  5 
U.S.C.  5S2a(bX3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practloes  lor  stertag,  retrlevhig,  noocastag,  retahdng, 
and  disporing  of  records  in  the  sySenu 

Storage:  Punched  cards,  print-outs,  and  mamuil  files. 

Rctrlevability:  Name  and/or  manager  code  of  individual. 

Salrgnards-  Buddings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 


Retention  and  dhpoanl:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintertance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  addhess:  The  official  responsibie  for  the 
system  of  record  is  the  Executive  Director,  Federal  Siqpply  Ser¬ 
vice,  Crystal  MaU  Building  4,  Washington,  D.C.  20406. 

NotMcatlon  procedure:  Information  may  be  obtained  from  the 
Assistant  Conunissioner  or  Directar  of  the  applicable  activity 
shown  in  the  location  portion  of  this  notice  in  which  the  individual 
is  cv  was  engdoyed.  If  not  known,  general  inquiries  should  be  made 
to  the  Executive  Director,  Fedeial  Supply  Service,  C^rystal  Mall 
Building  4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  tte  officials  dted  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  fuO  name, 
address  and  telephone  nundier,  period  of  engdoyment  and  position 
held  to  assist  the  (rffice  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  driver’s  license  or  enq;>k>yee  identifkatioo.  Only 
general  inquiries  may  be  made  by  telephone. 

Cootesthig  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  pro-  mulgated  in  41  CTFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  From  individual  assigned  project,  ii>- 
coming  workload  requests,  and  internally  generated  projects. 

GSA/FSS4 

System  name:  Hazardous  Materials  Exposure  Ifistory  System  - 
GSA/FSS 

System  localioiu  GSA/FSS  Stockpile  Depxrfs  at  the  addresses 
shown  in  the  appendix  following  Notke  GSA/FSS  13. 

Categories  of  individuals  covered  by  the  system:  Personnel  work¬ 
ing  or  visiting  storage  areas  containing  Hazardous  Materials. 

Categories  of  records  in  the  system:  Daily  dosage  of  radiation 
received  and  hourly  exposure  to  dangerous  levels  (rf  asbestos  and 
other  hazardous  materi^,  and  related  health  records.  The  records 
are  primarily  used  by  crfficers  and  employees  of  the  agency  who 
have  a  need  for  the  reemd  in  the  performance  of  their  duties. 

Authority  lor  maintenanoc  of  the  system:  Occupational  Safety  and 
Health  Act  erf  1970,  as  amended  (84  Stat.  1590). 

Routine  uses  of  records  maintained  ta  the  system,  includiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uaes:  I^ormation  on  exposure 
readings  is  provided  to  the  Regulatory  Agencies  charged  with  the 
responsibdity  for  regulating  the  hancUing  of  hazardous  materials; 
othCT  routine  uses  are  con-  tained  in  the  appendix  following  the 
GSA  Notices. 

Policies  and  praetkss  for  slorhig,  retrieving,  accessing,  relainii^, 
and  disposing  of  records  fas  the  sytasn: 

Storage:  Paper  forms. 

Retriesahiilty:  Filed  alphabetkaDy  by  individual  name. 

Salepiards:  Buildings  employ  security  guards  and  records  are 
maint^ned  in  areas  accessible  only  to  authmized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

Systam  manager(s)  and  address:  The  official  responsible  for  the 
system  of  recoil  is  the  Assistant  Commissiooer,  (5ffke  of  Proper¬ 
ty  Management,  Crystal  Square  Building  5,  Washiimton,  D.C. 
20406. 

Nodficatian  procedure:  Information  may  be  obtained  from  the 
Directar  of  the  applicable  activity  shown  in  the  location  portion  of 
this  notice  in  wtikdi  the  individual  is  or  was  employ^  If  not 
known,  general  inquiries  should  be  ntade  to  the  Office  of  Property 
Management,  Crystal  Square  Building  5,  Washington,  D.C.  20406. 

Record  aceem  proemhnes:  RequesU  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  iqipendix  following  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  shnulH  provide  full  name, 
address  and  tele|dione  number,  period  erf  employment  and  position 
hrid  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  accepCidrfe  identifka- 
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tion  such  as  driver’s  license  or  emidoyee  identification.  Only 
general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  pro-  mulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Film  badges  and  dosimeters,  other  in¬ 
strumentation,  woiic  logs,  and  medical  exams. 

GSA/FSS5 

System  name:  Supply  Distribution  Work  Measurement  System  - 
GSA/FSS 

System  location:  AU  or  portions  of  the  systems  of  records 
described  in  this  notice  are  located  at  Regional  Supply  Distribution 
Divisions  at  Regional  Office  locations  and  Supfdy  Distribution 
Facilities  at  the  addresses  listed  in  the  Appendix  following  Notice 
GSA/FSS  13. 

Categories  of  individuals  covered  by  the  system:  Regional  Sun>ly 
Distribution  Employees. 

•  Categories  of  records  in  the  system:  Man-hours  expended  by  work 
activity  for  each  employee  and  the  units  accomplished  by  each.  In¬ 
dividual  Performance  Progress  Record.  (Records  are  us^  only  by 
the  officials  and  employees  of  GSA  who  have  a  need  for  the 
records  in  the  performance  of  their  duties  to  determine  facility 
operation  effectiveness,  set  work  standards  and  grade  employee  ac¬ 
complishments  and  to  discuss  with  employees  their  per-  formance 
and  career  objectives.) 

Authority  for  mafaitmanre  of  the  system:  Title  40  U.S.C.  Section 
481;  Title  5  U.S.C.,  generally;  and  Title  31  U.S.C.,  generally. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  S  U.S.C.  SS2a(aK7)  and  provided  for  in  5 
U.S.C.  SS2a(bK3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  hi  the  sytem: 

Storage:  EAM  Cards,  Mag-tape,  print-outs  and  paper  feed-in  re¬ 
ports. 

Retrievability:  Automated  reports  are  by  enq>k>yee  code  number 
and  feed-in  reports  by  enq>loyee  name. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  persoimel  of  FSS. 
Information  in  computer  is  obtained  only  through  coded  access  and 
limited  distribution. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  18M.2). 

System  manager(s)  and  address:  The  official  reponsible  for  the 
system  of  records  is  the  Assistant  Commissioner,  Office  of  Supply 
Distribution,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Director  of  the  applicaUe  activity  shown  in  the  location  por¬ 
tion  of  this  notice  in  which  the  individual  is  or  was  employed.  If 
not  known,  general  inquiries  should  be  made  to  the  Office  of 
Supply  Distribution,  Crystal  Mall  Building  4,  Washington,  D.C. 
20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  at  each 
loution.  For  written  requests,  the  individual  should  provide  full 
name,  address  and  telephone  number,  period  of  enq>loyment,  and 
position  held  to  assist  the  office  in  locating  the  reemd.  For  perstxial 
visits,  the  individual  should  be  aUe  to  provide  some  acceptaUe 
identdication  such  as  driver’s  license  or  employee  identification. 
Only  general  inquiries  may  be  made  by  telephcm. 

ContealiBg  record  procedures:  GSA  rules  fm*  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  reewd,  and  appeal¬ 
ing  initial  determinations  are  pro-  mulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  From  en4>loyee  dafly  reports,  Bin/Bulk 
Selector  Error  Records,  Individual  Performance  Progress  Records 
and  from  Supervisors. 

GSA/FSS  6 

System  aaow:  Motor  Vehicle  Accident  and  (Haim  Reporting  System 
-GSA/FSS 


System  location:  All  or  portions  of  the  system  of  records 
described  in  this  notice  are  located  at:  Motor  Ei^pment  Manage¬ 
ment  Division,  Office  of  Tranq;x)rtation  and  I^blic  Utilities, 
Federal  Supfdy  Service,  Oystal  Mall  Buikhng  4,  Washui^n,  D.C. 
20406,  and  at  Regional  Motor  Equipment  Se^kes  Division  at  Re¬ 
gional  Office  .locations,  at  the  addresses  listed  in  the  Appendix.  In 
addition,  portions  of  the  systems  of  records  are  maintained  at 
motor  pools  located  throughwt  the  r^ions.  The  addresses  of  such 
activities  can  be  obtained  from  the  applicable  Regional  Commis¬ 
sioners  offlee  at  the  addresses  listed  in  the  Appendix  following 
Notice  GSA/FSS  13. 

Categortes  of  individuals  covered  by  the  system:  Operators  of 
government  motor  vehicles,  third  parties  and  witnesses  involved  in 
accidents. 

Categories  of  records  in  the  system:  Operator’s  report  of  motor 
vehicle  accident.  Record  of  Contact/  Memorandums,  investigation 
report,  statement  of  witness,  notices  of  injury,  action  taken  on  the 
acirident  reports,  police  reports,  photographs  and  doctor  certifica¬ 
tions. 

Authority  for  maintmance  of  the  system:  Title  40  U.S.C.  Section 
491 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  uses  are  to  in¬ 
teragency  officials  of  op^tors  involved  in  accidents;  state,  county 
or  truinicipal  authorities  as  required  by  law;  third  parties  and  their 
insurance  carriers;  and  claims  for  damage,  injury  or  death  may  be 
provided  to  U.S.  Attorneys’  Office.  Other  routine  uses  are  as 
described  in  the  Appendix  following  the  GSA  notkes. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  forms 

Retrievability:  Individual  name  and/or  vehicle  tag  number 

Safeguards:  Buildings  employ  seciuity  guards  and  records  are 
maintained  in  areas  accessible  only  to  authenrized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  The  official  responsible  for  the 
system  of  records  is  the  Director,  Motor  Equipment  Management 
IMvision,  Federal  Supply  Servke,  Cryst^  Mall  Building  4, 
Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Director  of  the  applicable  activity  shown  in  the  location  por¬ 
tion  of  this  notice  in  which  the  individual  is  or  was  employed.  If 
not  known,  general  inquiries  should  be  made  to  the  Director,  Motor 
Equipment  Management  Division,  Crystal  Mall  Building  4, 
Washington,  D.C.  20406,  or  the  Office  of  the  Executive  Director, 
Federal  Supi^y  Service,  Oystal  Mall  Building  4,  Washington,  D.C. 
20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  sq^ndix  following  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  data  of  accident,  driver’s  Ucense 
number,  and,  if  a  government  employee,  the  agency  where  em¬ 
ployed  to  assist  the  office  in  locating  the  record.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification  such  as  driver’s  Ucense  or  employee  identifkation. 
Only  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
pubUshed  in  the  Federal  Register. 

Record  source  categories:  Accident  reports  filed  by  individuals  in¬ 
volved,  poUce  reports,  witness  reports,  supervisors  reports,  and 
doctor  certificates. 

GSA/FSS  7 

System  name:  Vehicle  and  Motor  Po(4  Servkes  and  Operations 
System  -  GSA/FSS 

System  location:  All  or  portions  of  the  systems  of  records  are 
located  at  the  Regional  Offices  of  the  Motm*  Equipment  Services 
Divisions,  Public  Buildings  Services,  Supply  (jontrol  Divisions, 
Stq>ply  Distribution  Divisions,  (Quality  Contr^  Divisions,  Federal 
Protective  Service  Divisions,  and  (Hvil  Rights  Divisions;  Supply 
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Crystal  MaO  Buildings  2  and  4  and  Crystal  Square  Budding  5, 
Ailington,  Virginia  (Mad;  Washington,  D.C  20406);  Materials  and 
Evaluation  Development  Laboratory.  Van  Ness  and  Reno  Road, 
Washington,  D.C.,  and  Electronics  Divisioa  of  Office  of  Standards 
and  Quality  Cont^,  Building  22S,  National  Bureau  of  Standards, 
Gaithersburg,  Maryland;  arwl  at  Regional  Office  locations, 
GSA/FSS  ^ockpile  Depots,  and  Supply  Distribution  Facilities  at 
the  addresses  listed  in  the  appendix  following  Notice  GSA/FSS  13. 

In  addition,  portions  of  the  systems  of  records  are  maintained  at 
self-service  stores  and  motor  poob  located  throughout  the  r^ions, 
the  addresses  of  which  can  be  obtairted  from  the  applicable  Re¬ 
gional  (Commissioners  Office. 

Categories  of  indivkiuals  covered  by  the  system:  Current  em¬ 
ployees  and  former  employees  of  the  Federal  Supply  Service,  ap- 
plk^ts  or  potential  applicants  for  employment,  arid  employees  of 
other  agencies  for  employee  relief  bills. 

Categories  of  records  in  the  system:  Records  consist  of  a  variety 
of  documents  acciunulated  by  operating  officials  artd  supervisors  in 
administering  personnel  matters  for  or  about  employees,  including 
the  following  kinds  of  records,  which  are  representative  of  the 
system;  Equal  employment  opportunities;  performance  appraisals, 
potential  performatKe  ^^;»aisals,  and  supporting  documents; 
promotions;  applications,  resumes,  and  biographical  or  emfdoyment 
history  docunients;  emergency  locator  and  notification  d^uments 
containing  name,  address,  hoime  phone,  emergency  contacts;  em¬ 
ployee  training,  counseling,  and  devdofanent  documents;  position 
descriptions,  management  and  classification  documents;  awards; 
security  clearaiKe  records;  leave,  pay  and  time  and  attendaiKe; 
emergeiKy  duty  rosters;  committee,  team,  task  force  participation 
rosters  arid  documents;  Congressional  files  relating  to  employee  re¬ 
lief  bills;  staffing  information,  including  organizational  rosters  for 
both  Central  Office  and  Regional  persormel;  retirement  data;  medi¬ 
cal  certifications  for  granting  pariang  permits  to  handicapped;  in¬ 
debtedness  complaints;  news  releases;  duty  station  assigiunenU; 
photographs;  persormel  plans;  travel;  employee  record  cards  con¬ 
taining  summary  information;  and  injuries  and  occupational  disease. 

Authority  for  malnlrnaiirr  of  the  system:  Federal  Property  and 
Administrative  Services  Act  of  1949,  as  amended  (63  Stat.  377); 
Title  5  U.S.C.  gerKtally;  Title  31  U.S.C.  generaOy. 

Routiae  usm  of  rcconh  malnfsiartl  hi  the  syste^  iacluding  catey- 
rhs  of  users  aad  the  purposes  of  such  uses:  Civil  Service  Commis¬ 
sion  in  connection  widi  recruitment  activities  and  evaluation  survey 
programs;  Department  of  Labor  in  connection  with  settlement  and 
adjudication  of  labor-management  disputes.  Other  routine  uses  ate 
as  described  in  the  Appendix  following  the  GSA  notices. 

PoHchs  and  praetkes  lor  hwlug,  retrieving,  aoccsriag,  retainhig, 
and  cHsposiag  of  records  in  the  sytenu 

Storage:  Paper  records  in  file  folders  and  card  files,  and  print¬ 
outs. 


Distribution  Facilities  and  Property  Management  Depots  at  the  Re¬ 
gional  Addresses  listed  in  the  appendix  following  Notice  GSA/FSS 
13. 

Portions  of  the  system  of  teemds  are  also  nnaintained  at  In¬ 
teragency  Motor  Pools,  Minuteman  Interagency  Support  Systems, 
Dispatch  Pnants,  I^lUic  Building  Service  Field  (Offices,  Fede^  Pro¬ 
tective  Service  Training  Academies,  Federal  Telecomiminications 
Centers,  (Customer  Service  Offices,  Office  of  Operating  Programs, 
and  Federal  Archives  and  Record  Centers  located  throughout  the 
regions.  Addresses  of  Motor  Poob  can  be  obtained  from  the  ap- 
plicabb  Regional  Director.  Motor  Equipment  Services  Divisions; 
and  addresses  of  other  activities  can  obtained  from  the  applica¬ 
ble  Regional  Administrator. 

Catagortes  of  faidivhkiab  covered  by  the  sysSem:  Individuab  using 
and  maintaining  moUM-  pool  vehicles  and  services  and/or  vehicb  tag 
number. 

Categories  of  records  la  the  system:  Operators  identification  cards, 
road  test  examinations,  decal  and  enhy  permits,  vehicle  misuse, 
unauthorized  credit  card  purchases,  use  of  Government  vehicle 
between  residence  and  place  of  employment,  authorized  motor  pcx>l 
service  requests,  dbpatch  vehicle  checkup,  tool  receipts,  daily 
vehicle  trip  tickets,  vehicle  use  records,  assignment  receipt,  fuel 
log.  vehicle  repairs  and  request  to  leave  privately  owned  vehicb  at 
center. 

Authority  for  maintcnaiKc  of  the  system:  40  U.S.C.  Section  491; 
Executive  Order  10S79  dated  November  30,  1954. 

Routine  uses  of  recorda  maintained  in  the  system,  inchidhig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Interagency  officials  to 
be  notified  of  authorized  and  unauthorized  uses  of  services  and 
vehkbs  by  personnel  of  their  respective  ageiKies.  Private  citizens 
are  provided  information  in  answer  to  complaints  on  misuse  of 
vehicles.  Other  routine  uses  are  as  described  in  the  Appendix  fol¬ 
lowing  the  GSA  notices. 

Poliebs  aad  practica  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  forms 

Retiievabttity:  Name  of  individual  and/or  vehicle  tag  number  * 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  c^y  to  authorized  personnel  of  FSS. 

Retentioa  and  disposal:  Dbpositkxi  of  records  shall  be  in  ac- 
cordatKe  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  official  responsibb  for  the 
system  of  records  u  the  Director  of  Motor  Equipment  Management 
Division,  Federal  Supply  Service,  Washington,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Director  of  the  appUcabb  activity  shown  in  the  location  por¬ 
tion  of  tlus  notice  in  which  the  individual  is  or  was  employed.  If 
not  known,  general  inquirbs  should  be  made  to  the  Office  of 
Transportation  and  Public  Utilities,  Crystal  Mall  Building  4, 
Washington,  D.C.  20406,  or  the  Office  of  the  Executive  Director, 
Federal  Supply  Service,  Crystal  MaQ  Building  4,  Washington,  D.C. 
20406. 

Record  access  procedures:  Requests  from  individuab  to  access 
records  should  be  addressed  to  tlb  crfficiab  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  luted  for 
each  location  in  the  appendix  foOowing  Notice  GSA/FSS  13. 

For  written  requesb,  the  indtvkkial  should  provide  fuO  name, 
address  and  telephone  number,  driver’s  license  mimber,  period 
empbyment  and  position  held  and/or  period  of  use  of  vehicb  to 
assist  the  office  in  locating  the  record.  For  personal  visits,  the  in¬ 
dividual  should  be  abb  to  provide  some  acceptabb  identification 
such  as  drivers  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  tebphone. 

Contesting  record  procednres:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contenb  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Router. 

Record  sonree  rnttgorbs:  Users  of  vehicles,  motor  pool  person¬ 
nel.  and  agency  officiab. 

GSA/FSS8 

Syateni  nanac:  En^doyee  Rebted  Fibs  -  GSA/FSS 

System  brntisn-  AH  or  portkms  of  the  system  of  records 
described  in  tlus  notice  are  maintained  at  the  Division  or  Branch 
bveb  of  the  various  Federal  Supply  Service  offices  located  in 


Retrbvabilily:  Alphabetically  by  individual’s  name 

Ssleyiards:  Buildings  employ  security  guards  and  records  are 
maintaLMd  in  areas  accessible  <^y  to  authorized  personnel  of  FSS. 
Any  records  containing  information,  the  unauthorized  disclosure  of 
which  could  resuh  in  substantial  luirm.  embeurassment,  incon¬ 
venience,  or  unfairness  to  the  individual,  u  filed  in  locked  cabinets. 

Retention  and  dbpoaal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

Systens  nanagerfs)  and  address;  The  official  responsibb  for  the 
system  of  records  is  the  Executive  Director,  Federal  Supply  Ser¬ 
vice,  Crystal  MaO  Building  4,  Washington,  D.C.  20406. 

Notllli-alhM  procedure:  Information  may  be  obtained  from  the  su¬ 
pervisor  of  the  activ^  the  individual  b  or  was  employed  with.  If 
not  known,  general  inquiries  should  be  made  to  tiie  Mfice  at  the 
Executive  Director,  Federal  Supply  Service,  Crystal  MaO  Building 
4,  Washington,  D.C.  20406. 

Record  aooess  procedures;  Requests  from  individuab  to  access 
records  should  be  addressed  to  t|^  officiab  cited  above.  In  person 
requests  may  abo  be  made  during  normal  business  hours  hsted  for 
ea^  location  in  the  appendix  following  Notin  GSA/FSS  13. 

For  written  requesb,  the  individiial  should  provide  full  name, 
address  and  telephone  mmdier,  approximate  dates  and  places  of 
employment,  and  any  other  information  which  the  individual  be- 
bem  would  facilitate  locating  the  record.  For  personal  visite.  the 
individual  should  be  abb  to  provide  some  acceptabb  inentification 
such  as  driver’s  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  tebphone. 
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CoBtestiag  rconrd  prooMinrcs:  GSA  ndes  for  access  to  system  of 
records,  contestmg  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  lOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  in  the  record  of  systems  is 
obtained  from  inftxmation  furnished  by  the  individual,  personnel 
forms,  congressional  inquiries,  committees,  agency  officials,  third 
parties  submitting  indebtedness  complaints,  applications  from  in¬ 
dividuals  applying  for  positions,  and  doctors  for  individuals 
requesting  handicap  parking  permits. 

GSA/FSS9 

System  name:  Cataloging  Action  Master  File  -  Work  Measurement 
System  -  GSA/FSS 

System  locatfam:  General  Services  Administration,  Tape  Library, 
7th  &  D  Streets,  SW,  Washington,  D.C.  20407. 

Categories  of  individuals  covered  by  the  system:  Supply  catalogers 
processing  catalog  action  requests. 

Categories  of  records  in  the  system:  The  system  consists  of 
records,  kept  on  each  individual,  showing  the  status  of  transactions 
the  individual  has  in  process  and  the  number  of  actions  completed, 
rejected  or  approved.  The  records  are  primarily  used  by  (rfficers 
and  employees  of  the  agency  to  determine  status  oS  bans-  actions 
and  to  summarize  wmk  done  by  individuals. 

Authority  for  mamtcnancc  of  the  system:  Title  40  U.S.C.,  Section 
487 

Routmc  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  T^  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  SS2a(aX7)  and  provided  for  in  5 
U.S.C.  S52a(bK3),  are  described  in  the  Appendix  foDowing  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Mag-tape  and  print-outs 

Rctrievabilhy:  Alphabetic  code  assigned  to  individuals. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  c^y  to  authorized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Deposition 
System  (OAD  P  18M.2). 

System  managerfs)  and  address:  The  official  responsible  for  the 
system  of  recoids  is  the  Director,  Logistics  Data  Management  Divi¬ 
sion,  Office  of  Supply  Contrrd,  Federal  Supply  Service,  Washing¬ 
ton,  D.C.  20406 

Notification  procedure:  Information  may  be  obtained  from  the  of¬ 
ficial  cited  above. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  official  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  f(41owing  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  employment,  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  smne  acceptable  identifica¬ 
tion  such  as  drivers  license  or  em|4oyee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  ai^ieal- 
ing  initial  determinations  are  promulgated  in  41  CFR  lOS-64, 
puUished  in  the  Federal  Register. 

Record  eonrcc  categories:  Data  provided  by  individuals. 

GSA/FSS  10 

System  name:  Personal  Property  Disposal  Work  Measurement 
System  -  GSA/FSS 

System  location:  AD  or  portions  of  the  systems  of  records 
described  in  this  ncrtice  are  located  alU  Office  of  Personal  Property 
Disposal,  Federal  Supply  Services,  Crystal  Square  Buildi^  S, 
Arlington,  Virginia  (MaO:  Washington,  D.C.  20406),  and  at  Personal 
Property  Division  Regional  Office  locatkms  at  the  addresses  listed 
in  the  appendix  following  Notice  GSA/FSS  13. 

Categories  of  iadhriduals  covered  by  the  system:  Personal  Property 
Division  Regional  enqrloyees  trf  Utilization  Branch,  Sales  BraiKh 
and  Property  Rdiabilitation  Branch. 


CategoritB  of  records  in  the  system:  Breakdown  of  individual’s 
daily  time  spent  on  assigned  work  tasks,  leave,  training  and  other 
functiotrs.  The  records  are  primarily  used  by  officers  and  em- 
fioyees  of  the  agency  who  have  a  need  for  the  record  in  the  per¬ 
formance  of  their  duties  to  evaluate  overaU  productivity  to  deter¬ 
mine  the  most  efficient  allocation  of  man-  power  requirements  and 
financial  resources. 

Authortty  for  maintenance  of  the  system:  Title  40  U.S.C.  Section 
483 

Routine  imes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  552a(aX7)  and  provided  for  in  S 
U.S.C.  SS2a(bX3),  are  described  in  the  Appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  relieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  forms. 

Retrievability:  Individual’s  name. 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  official  responsible  for  the 
system  of  records  is  the  Assistant  Commissioner,  Office  of  Per¬ 
sonal  Property  Disposal  (FW),  Federal  Supply  Service,  Washing¬ 
ton,  D.C.  20406. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Directors  of  the  ^^cable  activity  shown  in  the  location 
portion  of  this  notice  in  >^uch  the  individii^  is  or  was  employed.  If 
not  known,  general  inquiries  should  be  made  to  the  Office  of  Per¬ 
sonal  Property  Dispos^,  Crystal  Square  Building  S,  Washington, 
D.C.  204^,  or  the  Office  of  the  Executive  Director,  Federal 
Supply  Service,  Crystal  MaU  Building  4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  foUowing  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  niunber,  period  of  employment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  drivers  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  lOS-64, 
published  in  the  Fedetal  Register. 

Record  source  categories:  Iitdividual  daily  man-hour  reports. . 

GSA/FSS  11 

System  name:  Work  Record  Systems  -  GSA/FSS 

System  location:  Evaluation  Branch,  (Xfice  of  Supply  Distribu¬ 
tion,  Crystal  MaU  Building  4,  Arlington,  Virginia  (M^:  Washing¬ 
ton,  D.C.  20406),  Retail  So-vices  Division,  Fuels  Branch,  7th  &  D 
Streets,  SW,  Washington,  D.C.  20407,  and  Division  Alices  of 
Procurement,  Crystal  MaU  Building  4,  Arlington,  Virginia  (Mail; 
Washington,  D.C.  20406). 

Categories  of  individuals  covered  by  the  system:  Federal  Supply 
Service  errq>loyees  p^orrning  duties  at  the  activities  Usted  in  the 
location  portion  of  this  notice. 

Categories  of  records  in  the  system:  Employee  numbers  for  puUi- 
cation  and  report  preparation,  record  of  attendance  and  per¬ 
formance,  work  assigrunents,  production  procurement  plan  and 
status,  and  raster  of  irKX>ming  workload. 

Authority  for  maintenaiioe  of  the  system:  Federal  Property  and 
Administrative  Services  Act  of  1949,  as  amended,  (63  Stat.  377); 
Title  5  U.S.C.  generaUy. 

Routine  uses  of  records  maintained  in  the  system,  induding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  T^  routine  uses  of  these 
records,  as  defined  in  S  U.S.C.  SS2a(a)  (7)  and  provided  for  in  S 
U.S.C.  SS2a(b)  (3),  arc  described  in  the  Appendix  following  the 
GSA  notices. 

PoUdes  and  practices  lor  stortag,  retrieving,  acccssiag,  retalni^, 
ami  diqioaiBg  of  records  ia  the  sytem: 

Storage:  Paper  forms. 
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RHrinrabiUty:  Individual’s  name. 

Safcgnards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retention  and  dhpoaal;  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  nianager(s)  and  address:  The  official  respcmsible  for  the 
system  of  records  is  the  Executive  Director.  Federal  Supply  Ser¬ 
vice,  Crystal  Mall  Building  4,  Washii^on.  D.C.  20406. 

Notiftestioa  proeednre:  Information  may  be  obtained  from  the 
Branch  Chief  or  Director  of  the  applicable  activity  shown  in  the  lo¬ 
cation  portion  of  this  notice  in  which  the  individual  is  or  was  em¬ 
ployed.  If  not  known,  general  inquiries  should  be  made  to  the  of¬ 
fice  of  the  Executive  Director,  Federal  Supply  Service,  Crys^ 
Mall  Building  4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  officials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  ft^lowing  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  emjdoyinent  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  drivers  license  or  emf^oyee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Information  for  the  system  of  records 
described  in  this  notice  is  obtained  from  agency  work  reports,  in¬ 
coming  offers  from  business  firms,  incoming  requisitions  from 
other  agencies,  the  individual’s  supervisor  and  the  individual. 

GSA/FSS  12 

System  name:  Accountability  and  Property  Inventory  Systems  - 
GSA/FSS 

System  locatioa:  Regional  Commissioner’s  offices:  Regional  of¬ 
fices  of  the  Property  Management  Division,  Motor  Equipment  Ser¬ 
vices  Division,  Retail  Services  Division,  Business  Service  Centers 
and  Procurement  Divisions;  and  Property  Management  Depots  at 
the  addresses  listed  in  the  Appendix  following  Notice  GSA/FSS  13. 
In  addition,  portions  of  the  systems  of  records  are  maintained  at 
retafl  stores  and  motor  pools  in  the  regions.  Addresses  of  these  lo¬ 
cations  can  be  obtained  from  the  applicable  Regional  Director. 

Categories  of  individuals  covered  by  the  system:  Property  Manage¬ 
ment  Division  inspectors  and  depot  persoimel,  store  managers, 
motor  pool  personnel.  Office  of  Business  Affairs  and  Information 
Center  employees  and  contracting  ofHcers. 

Categories  of  records  in  the  system:  Custody  of  wax  seals,  record 
of  keys  issued,  accountability  of  Government  property  and  sup¬ 
plies,  bonding  of  collection  officers,  contracting  officer  designa¬ 
tions  and  discrepancy  reports.  (The  records  are  primarily  used  by 
officers  and  employees  of  the  agency  who  have  a  ne^  for  the 
record  in  the  performance  of  their  duties.) 

Authority  for  mahilcnance  of  the  system:  Title  40  U.S.C.  Section 
483;  Title  5  U.S.C.  generally;  Title  31  U.S.C.,  generally. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  552a(a)  (7)  and  provided  for  in  5 
U.S.C.  5S2a(b)  (3),  are  described  in  the  Append  following  the 
GSA  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  sytem: 

Storage:  Paper  forms 

Rctrievability:  Individual’s  name 

Safeguards:  Buildings  employ  security  guards  and  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  erf  FSS. 

Retention  and  dhposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  nmnagetfs)  aad  addrcaK  The  official  responsible  for  the 
system  of  records  is  the  Executive  Director,  Federal  Supply  Ser¬ 
vice,  Crystal  Mall  Building  4,  Washington,  D.C.  20406. 


Notification  procedure:  Iirfonnation  may  be  obtained  from  the  Re¬ 
gional  Director  of  the  appUcalrfe  activity  shown  in  the  location  por¬ 
tion  of  this  notice  in  which  the  individual  is  or  was  employed  with. 
If  not  known,  general  inquiries  should  be  made  to  the  ^fice  of  the 
Executive  Director,  Federal  Supply  Service,  Crystal  Mall  Building 
4,  Washington,  D.C.  20406. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  offkiab  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  provide  full  name, 
address  and  telephone  number,  period  of  employment  and  position 
held  to  assist  the  office  in  locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide  some  acc^table  identifica¬ 
tion  such  as  drivers  license  or  employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

Contesting  record  procedures:  GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  pronmlgated  in  41  CFR  IOS-64, 
published  in  the  Federal  Register. 

Record  source  categories:  Individual  prepared  forms,  agency  su¬ 
pervisors  and  personnel  action  forms. 

GSA/FSS  13 

System  name:  Inventory  Management  and  Buyer  Workload  Auto¬ 
mated  Systems  -  GSA/FSS 

System  location:  Inventory  Management  Division  and  Procure¬ 
ment  Division  of  Regional  Federal  Supply  Service,  7th  &  D  Streets, 
SW,  Washington,  D.C.  20407. 

Categories  of  individuals  covered  by  the  system:  Item  managers 
and  supervisors  of  Inventory  Management  Division  and  buyers  in 
Procurement  Division. 

Categories  of  records  in  the  system:  Current  status  of  requisitions 
assigned  to  buyers  and  information  on  items  managed  by  inventory 
management  personnel.  Included  as  part  of  the  systems  is  a  record 
of  inquiry  codes  and  names.  The  records  are  primarily  used  by  of¬ 
ficers  and  employees  of  the  agetKy  who  have  a  need  for  the  record 
in  the  performance  of  their  duties. 

Authority  for  maintenance  of  the  system:  Title  40  U.S.C.  Sections 
481,483. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  routine  uses  of  these 
records,  as  defined  in  5  U.S.C.  S52a(a)  (7)  and  provided  for  in  S 
U.S.C.  S52a(b)  (3),  are  described  in  the  appendix  following  the  GSA 
notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  recottk  in  the  sytem: 

Storage:  Mag-tape,  microfilm/microfiche  and  paper  printouts. 

Retrievahility:  Code  assigned  to  individual.  " 

Safeguards:  Buildings  employ  security  guards  and  records  are 
mainUdned  in  areas  accessible  only  to  authorized  personnel  of  FSS. 

Retentioa  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  HB,  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  The  official  responsible  for  the 
system  of  recoids  is  the  Regioiuil  Commissioner,  Federal  Supply 
Service,  7th  and  D  Streets,  SW,  Washington,  D.C.  20407. 

Notification  procedure:  Information  may  be  obtained  from  the  Re¬ 
gional  Directors  trf  the  applicable  activity  shown  in  the  location 
portion  of  this  notice  in  which  the  individu^  u  or  was  employed. 

Record  access  procedures:  Requests  from  individuals  to  access 
records  should  be  addressed  to  the  crfficials  cited  above.  In  person 
requests  may  also  be  made  during  normal  business  hours  listed  for 
each  location  in  the  appendix  following  Notice  GSA/FSS  13. 

For  written  requests,  the  individual  should  proride  full  name, 
address  and  telephone  number,  approximate  dates  and  places  of 
employment  and  any  other  iirformation  which  the  iiMliridual  be¬ 
lieves  would  facilitate  the  location  of  the  iirformation  requested. 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver’s  license  or  employee 
identification.  Oidy  general  inquiries  may  be  made  by  telephone. 

Contesting  record  procedmres:  GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  ot  a  system  of  record,  and  appeal¬ 
ing  initial  determinations  are  promulgated  in  41  CFR  105-64, 
published  in  the  Federal  Register. 
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Record  eource  categoriee:  Information  contained  in  the  systems  is  GSA-FSS  Dayton  Depot 

obtained  from  individual  work  records,  data  from  stock  documents,  2400  West  Dorothy  Lane 

and  from  supply  documents  from  supfdiers  and  other  agencies.  Dayton,  OH  4S439 


-  APPENDIX  -  GSA/FSS  ADDRESSES  OF  LOCATIONS 
REGIONAL  OFFICES 


GSA-FSS  Erie  Depot 
P.O.  Box  344 
Port  Clinton,  OH  43452 


Region  1 

John  W.  Mc<~  ^>rmack  Post 
Office  and  Courthouse 
Post  OfHce  Square 
Boston.  Massachusetts  02109 

Region  2 
26  Federal  Plaza 
New  York,  New  York  10007 

Region  3 

and  D  Streets,  SW, 

Washington,  D.C.  20407 

Region  4 

1776  Peachtree  Street,  NW. 

Atlanta.  Georgia  30309 

Region  S 

230  South  Dearborn  Street 
Chicago,  Illinois  60604 

Region  6 

1500  E.  Bannister  Road 
Kansas  City,  Missouri  64131 

Region  7 

819  Taylor  Street 
Fort  Worth,  Texas  76102 

Region  8 

Building  41  -  Denver  Federal  Center 
Denver,  Colorado  80225 

Region  9 

525  Market  Street 

San  Francisco,  California  94105 

Region  10 
GSA  Center 

Auburn,  Washington  98002 

GSA/FSS  STOCKPILE  DEPOT  ADDRESSES 

GSA-FSS  Baton  Rouge  Depot 
2695  N.  Sherwood  Forest  Drive 
Baton  Rouge,  LA  70814 


GSA-FSS  Fort  Worth  Depot 
819  Taylor  Street 
Fort  Worth,  TX  76102 

GSA-FSS  Gadsden  Depot 
‘P.O.  Box  918 
Hamrrwnd,  IN  46325 

GSA-FSS  Marion  Depot 
P.O.  Box  348 
Marion,  OH  43302 

GSA-FSS  Building  7050 
P.O.  Box  6 

Mira  Loma,  CA  91752 

GSA-FSS  New  Bedford  Depot 
King  Street  &.  Nash  Roacl 
New  Bedford.  MA  02745 

GSA-FSS  Pt  Pleasant  Depot 
2601  Madison  Avenue 
Point  Pleasant,  WVA  25550 

GSA-FSS  Scotia  Depot 
Scotia.  NY  12302 

GSA-FSS  Sharonville  Depot 
P.O.  Box  41131 
Cincinnati,  OH  45241 

GSA-FSS  Somerville  Depot 
State  Highway  No.  206 
Somerville.  NI  08876 

General  Services  Administration 
GSA-FSS  Depot 
Rough  &  Ready  Island 
Building  606 
Stockton,  CA  95203 

GSA-FSS  Topeka  Depot 
Building  301 
Topeka,  KS  66601 

GSA-FSS  Warren  Depot 
Warren,  OH  44482 


GSA-FSS 

Federal  Service  Center  (C/D) 
4747  Eastern  Avenue 
Building  1 
BeU,  CA  90201 

'  GSA-FSS  Bethlehem  Depot 
Bethlehem,  PA  18015 

GSA-FSS  BeBe  Mead  Depot 
Belle  Mead.  NJ  08502 

GSA-FSS  Binghamton  Depot 
Binghamton,  NY  13901 

GSA-FSS  Casad  Pepot 
New  Haven,  IN  46774 

GSA-FSS  Depot 
The  Federal  Depot 
OearTield,  UT  84016 

GSA-FSS  Curtis  Bay  Depot 
Bakunore.  MD  21226 


! 


GSA-FSS  Buffalo  Depot 
All  mail  goes  to  Binghamton  Depot 

GSA-FSS  Jeffersonville,  IN 
AO  mail  goes  to  Sharonville  Depot 

GSA-FSS  Marietta,  PA 
AO  mail  goes  to  Region  3 

GSA-FSS  Terre  Haute  Depot 
AO  mail  goes  to  Sharonville  Depot 

GSArFSS  VoorheesviOe,  NY 
AO  mail  goes  to  Scotia  Depot 

GSA  SUPPLY  DISTRIBUTION  FACIUTIES 

GSA  Supply  Distribution  Facility 
295  Lmd^  Street 
Hingham,  MA  02043 

GSA  Supply  Distributioti  Eacility 
BeOe  Mead,  NJ  08502 

GSA  Supply  Distribution  Facility 
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Military  Ocean  Terminal  Bayonne,  NJ  07002 

OSA  Supply  Distribution  Facility 

GSA  Supply  Distribution  Facility  Auburn,  WA  90002 

Building  246  Raritan  Depot 

Edison,  NJ  08817  APPENDDC 


GSA  Supply  Distribution  Facility 
Springfield,  VA  22150 


Tte  Routine  Use  statements  will  apply  to  all  General 

Services  Administration  notices  listed  in  the  Federal  Register; 


GSA  Supply  Distribution  Facility 
Federid  Supply  Service 
2800  Eastern  Boulevard 
Middle  River,  MD  21220 

GSA  Supply  Distribution  Facility 
Hampton  Roads  Army  Termiiial 
7737  Hampton  Boulevard 
Norfolk,  VA  23505 

GSA  Supply  Dutribution  Facility 
Garden  City  Terminal 
Savannah  State  Docks  and  Warehouses 
Garden  City,  GA  31408 


Routine  Use  —  Law  Enforcement 

In  the  event  that  a  system  of  records  maintained  by  this  agency 
to  carry  out  its  functions  indicates  a  violation  or  potential  violation 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  r^u- 
lation,  rule  or  order  issued  pursuant  thereto,  the  rdevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap- 
prc^riate  ageiKy,  \Adiether  Federal,  state,  local,  or  foreign,  charged 
with  the  responsibility  of  investigating  or  pro-  secuting  such  viola¬ 
tion  or  charged  with  enforcing  ch*  implementing  the  statute,  or  role, 
regulation  or  order  issued  pursuant  thereto. 

Routine  Use  -  Disclosure  When  Requesting  Information 


GSA  Supply  Distribution  Facility 
7400  S.  Pulaski  Road 
Chicago,  IL  60629 

GSA  Supply  Distribution  Facility 
Building  31 
Shelby,  OH  44875 

GSA  Supply  Distribution  Facility 
1500  E.  Baimister  Road 
Kansas  City,  MO  64131 

GSA  Supply  Distribution  Facility 
Warehouse  3,  Federal  Center 
Fort  Worth,  TX  76115 

GSA  Supply  Distribution  Facility 
500  Edwards  Avenue 
Harahan,  LA 


A  record  from  this  s^tem  of  records  may  be  disclosed  as  a 
‘routine  use*  to  a  Federal,  state,  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary,  to  obtain 
informatkm  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuaiKe  of  a  license,  grant,  or  other 
benefit. 

Routine  Use  -  Disclosiu«  of  Requested  Information 

A  record  from  this  system  of  records  may  be  disclosed  to  a 
Federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  ^  a  license,  grant,  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter. 


GSA  Supply  Distribution  Facility 
Building  810,  Denver  Federal  Center 
Denver,  Colorado  80225 

GSA  Supply  Distribution  Facility 
1600  12th  Street,  NW, 

Albuquerque,  NM 

GSA  Supply  Distribution  Facility 
Building  C6,  Annex  3,  Federal  Depot 
Clearfield,  UT  84016 

San  Juan  P.R. 

Building  T3069,  Hickam  AFB 
Honolulu,  HI  96824 

GSA  Supply  Distribution  Facility 
Building  512  Rough  and  Ready  Island 
Stockton,  CA  95203 


Routine  Use  -  Grievance,  Complaint,  Appeal 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  or  grievance  examiner,  formal  complaints  ex¬ 
aminer,  equ^  employment  opportunity  investigator,  arbitrator  or 
other  (^y  authorized  official  engaged  in  investigation  or  settlement 
of  a  grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civfl  Service  Commission  in  accordaiKe  with  that  agency’s  respon¬ 
sibility  for  evaluation  of  Federal  persormel  maitagement. 

To  the  extent  that  official  personnel  records  in  the  custody  of 
GSA  are  covered  within  systems  ot  records  published  by  the  Civil 
Service '  Commission  as  government  wide  recmds,  Uiom  records 
will  be  considered  as  a  part  of  that  government  wide  system.  Other 
(rfficial  persormel  recoil  covered  by  notices  pubhshed  by  GSA 
and  considered  to  be  separate  systems  of  records  may  be  trans¬ 
ferred  to  the  Qvfl  Service  Commission  in  accordance  with  official 
persormel  programs  and  activities  as  a  routine  use. 
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DEFENSE  MANPOWER  COMMISSION 

[ICFR  Part  420] 

PRIVACY  ACT  OF  1974 


Proposed  Implementation 


The  following  proposed  rules  drafted 
In  accordance  with  Section  F  of  the 
Privacy  Act  of  1974,  are  hereby  offered 
for  public  comment.  Interested  i}arties 
have  imtil  S^Ttember  5,  1975,  to  submit 
comments,  which  should  be  addressed  to 
The  Director  of  Administration,  De¬ 
fense  Manpower  Commission,  1111  18th 
Street,  NW.,  Washington,  D.C.  20036. 


Signed  the  12tii  day  of  August,  1975, 
by: 


Bruce  Palmer,  Jr., 
Executive  Director. 


PART  420— PRIVACY  ACT 
IMPLEMENTATION 

8afr 

420.1  Purpose  and  scope. 

420.2  Definitions. 

420.8  Prooediuvs  for  requests  pertaining  to 
Individual  records  In  a  record  sys¬ 
tem. 

420.4  Times,  places  and  requirements  for 
the  IdcnUfieatlon  of  the  Individual 
making  a  request. 

420.6  lAsclosure  request  Information  to 
the  Individual. 

420.6  Bequest  for  correction  or  amendment 

to  the  recordr 

420.7  Agency  review  of  request  for  cor- 

rcotion  cw  amendment  of  the  rec¬ 
ord. 

480A  Appeal  of  an  initial  adverse  agency 
determination  on  oorreotlcm  or 
amendment  of  the  record. 

420A  Disclosure  record  to  a  person  other 
than  the  individual  to  whom  the 
record  pertains. 

420.10  PSes. 


AuTMoaiTT;  6  UJB.C.  662a.  Pub.  L.  78-670. 
8  420.1  Purpose  and  scope. 

The  purposes  of  these  regulations  are 
to:  (a)  Establish  a  procedure  by  which 
an  individual  can  determine  if  the  De¬ 
fense  Manpower  Commission  (hereafter 
known  as  the  Commission)  maintains  a 
system  of  records  which  includes  a  rec¬ 
ord  pertaining  to  the  individual;  and  (b) 
Establish  a  procedure  by  which  an  in¬ 
dividual  can  gain  access  to  a  record  per¬ 
taining  to  him  for  the  purpose  of  re¬ 
view;  amendment  and/or  correction. 

8  420.2  Definitions. 

For  the  purpose  of  these  regulations: 

(a)  The  term  “indivlduar’  means  a  citi- 
Een  of  the  United  States  or  an  adlen  law¬ 
fully  admitted  for  permanent  residence; 

(b)  The  term  ‘‘maintain”  includes  main¬ 
tain,  collect,  use  or  disseminate;  (c)  ‘The 
term  “record”  means  any  item,  collection 


or  grouping  of  information  about  an  in¬ 
dividual  that  is  maintained  by  the  Com.- 
mlssion  Including,  but  not  limited  to,  his 
education,  financial  transactions,  medi¬ 
cal  history,  and  criminal  or  employment 
history  and  that  contains  his  name  or 
the  identifying  number,  symbol,  or  other 
identifying  particular  assigned  to  the 
individual,  such  as  a  finger  or  voice  print 
or  a  photograph;  (d)  The  term  “ss^em 
of  records”  means  a  group  of  any  records 
\mder  the  control  of  the  Commission 
from  which  information  is  retrieved  by 
the  named  of  the  individual  or  by  some 
Identifying  number,  symbol,  or  other 
identifying  particular  assigned  to  the  in¬ 
dividual;  and  (e)  The  term  “routine  use” 
means,  with  respect  to  the  disclosure  of 
a  record,  the  use  of  such  record  for  a 
purpose  which  is  compatible  with  the 
purpose  for  which  it  was  collected. 

8  420.3  Procedures  for  revests  pertain¬ 
ing  to  individual  records  in  a  record 
system. 

An  individual  must  submit  a  request 
to  the  Executive  Director  of  the  Commis¬ 
sion  to  determine  if  a  system  of  records 
named  by  the  individual  contains  a  rec¬ 
ord  pertaining  to  the  individual.  The  in¬ 
dividual  must  submit  a  request  to  the 
Executive  Director  of  the  Commission 
which  states  the  individual's  desire  to 
review  his  record. 

8  420.4  Times,  places  and  requirements 
for  the  identification  of  the  individ¬ 
ual  making  a  request. 

An  individual  making  a  request  to  the 
Executive  Director  pursuant  to  1420.3 
shall  present  the  request  at  the  Commis- 
slcm’s  offices,  1111  18th  St.,  N.W.,  Room 
301-P,  Washington.  D.C.  20036,  on  any 
business  day  between  the  hours  of  8:30 
am.  and  6:00  pm.  ‘The  individual  sub¬ 
mitting  the  request  is  required  to  preset 
himself  at  the  Commlssicm's  offices  with 
a  form  of  identification  which  will  per¬ 
mit  the  Commission  to  verify  that  the 
Individual  is  the  same  individual  as  con¬ 
tained  in  the  record  requested. 

8  420.S  Disclosure  of  request  informa¬ 
tion  to  the  individuaL 

Upon  verification  of  identity  the  Com¬ 
mission  shall  disclose  to  the  individual 
the  information  contained  in  the  record 
which  pertains  to  that  individual. 

§  420.6  Request  for  correction  or  amend¬ 
ment  to  the  record. 

TTie  individual  must  submit  a  request 
to  the  Executive  Director  of  the  Com¬ 
mission  which  states  the  individual's  de¬ 
sire  to  correct  or  to  amend  his  record. 
This  request  is  to  be  made  in  accord 
with  the  provisions  of  i  420.4. 


8  420.7  Agency  review  of  request  for 
correction  or  amendment  of  the 
recmvL 

Within  ten  (10)  dairs  (excluding  Satur¬ 
days,  Sundays  and  legal  public  holidays) 
of  the  receipt  of  the  request  to  cerrect 
or  to  amend  the  record,  the  Executive 
Director  must  acknowledge,  in  writing, 
such  receipt  and  promptly,  either — 

.  (a)  Make  any  correction  or  amend¬ 
ment  of  any  portion  thereof  which  the  in¬ 
dividual  believes  is  not  accurate,  rele¬ 
vant,  timely,  or  complete;  or 
(b)  Inform  the  individual  of  his  re¬ 
fusal  to  correct  or  to  amend  the  record 
in  accordance  with  the  request,  the  rea- 
^n  for  the  refusal,  and  the  procedmes 
established  by  the  Commission  for  the 
individual  to  request  a  review  of  that 
refusal. 

8  420.8  Appeal  of  an  Initial  adverse 
agency  determination  on  cmrection 
or  ammdment  of  the  record. 

An  individual  who  disagrees  with  the 
refusal  of  the  Executive  Director  of  the 
Commission  to  correct  or  to  amend  his 
record  may  submit  a  request  for  a  review 
of  such  refusal  to  the  Chairman  of  the 
Commission,  Dr.  (hutis  W.  ‘Tarr,  1111 
18th  Street.  N.W.  Washington.  D.C. 
20036.  ‘The  Chairman  shall,  not  later 
than  thirty  (SO)  days  (excluding  Satur¬ 
days,  Sundays,  and  legal  public  holidays) 
from  the  date  on  which  the  individual 
requests  such  review,  complete  such  re¬ 
view  ,  and  make  a  final  determination 
unless,  for  good  cause  shown,  the  Chair¬ 
man  extends  such  thirty  (SO)  day  period. 
If,  after  his  review,  the  Chairman 
reuses  to  correct  or  to  amend  the  record 
in  acc<^dance  with  the  request,  the  in¬ 
dividual  may  file  with  the  Commission  a 
concise  statement  setting  forth  the  rea¬ 
sons  for  his  disagreements  with  the  re¬ 
fusal  of  the  Commission  and  may  seek 
Judicial  review  of  the  Chairman’s  deter¬ 
mination  under  6  UJ3.C.  sectl<m  552a(g) 
(1)(A). 

8  420.9  Dladosiire  of  record  to  a  person 
other  than  the  individual  to  whom 
the  record  pertains. 

The  Commission  shall  not  disclose  a 
record  to  any  individual  otW  than  to 
the  individual  to  whom  the  record  per¬ 
tains  without  receiving  the  written  con¬ 
sent  of  the  individual  to  whom  the  record 
pertains. 

8  420.10  Fees. 

If  an  individual  requests  copies  of  his 
record  he  shall  be  charged  ten  cents  per 
page,  excluding  the  cost  of  any  search  for 
and  review  of  the  record. 
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DEFENSE  MANPOWER  COMMISSION 
PRIVACY  ACT  OF  1974 
Proposed  Notices  of  Record  Systems 

The  following  Notices  of  Record  Systems  were  drafted  as 
prescribed  by  section  e(4)  of  the  Privacy  Act  of  1S>74;  and  the  rou¬ 
tine  uses  thereof  are  hereby  offered  for  public  comment.  These 
three  (3)  Record  Systems  are  the  only  ones  in  our  inventory.  In¬ 
terested  parties  have  until  September  27,  197S,  to  submit  com¬ 
ments.  which  should  be  addressed  to  The  Executive  Director, 
Defense  Manpower  Commission,  1111  18th  Street,  N.W.,  Washing¬ 
ton.  D.C.  20036. 

Signed  the  12th  day  of  August  197S. 

Bruce  Palmer,  Jr., 
Executive  Ditwtor. 

DMPC— 1 

System  name:  General  Financial  Records— Defense  Manpower 
Commission. 

System  locatkm:  General  Services  Administration  Central  Office. 

Categories  of  individuals  covered  by  the  system:  SF  1038,  Applica¬ 
tion  and  account  for  advance  of  funds;  Vendor  lister  and  Vendor 
payment  tape  Information  is  used  by  accounting  Technicians  to 
maintain  adequate  financial  information  and  by  other  offices  and 
employees  of  GSA  and  the  Commission  who  ^ve  a  need  for  the 
record  in  the  performance  of  their  duties. 

Authority  for  maintenauce  of  the  system:  31  U.S.C.  and  Public 
Law  93-155. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  appendix.  Records 
are  also  released  to  GAO  for  audits;  to  the  IRS  for  investigation; 
and  to  private  attorneys,  pursuant  to  a  power  of  attorney. 

Storage:  Paper  and  tape. 

RetrievabiHty:  Manual  and  automated  by  name. 

Safeguards:  Stored  in  guarded  building,  released  only  to 
authorized  personnel. 

Retenthm  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  atanagerfs)  and  address:  Director  of  Administration, 
Defense  Manpower  Commission,  1111  18th  Street,  N.W.,  Suite  300, 
Washington,  DC  20036 

Notifleation  procednre:  See  Commission  access  regulations  in  1 
CFR  Part  420. 

Record  accem  procedures:  See  Commission  access  regulations  in  1 
CFR  Part  420. 

Contesting  record  procedures:  See  Commission  access  regulations 
in  1  CFR  Part  420. 

Record  sonree  categories:  subject  individual;  the  Commission. 

DMPC-2 

System  name:  Payrol)  Records— Defense  Manpower  Commission. 

System  location:  General  Services  Administration,  Region  3  of¬ 
fice. 

Categories  of  Individuals  covered  by  the  system:  Employees  and 
past  employees  of  the  Commission. 


Categories  of  records  in  the  system:  Varied  payroll  records,  in¬ 
cluding  among  other  documents,  time  and  attendance  cards;  pay¬ 
ment  vouchers;  comprehensive  listing  of  employees;  health  benefits 
records;  requests  for  deductions;  tax  forms;  W2  forms;  overtime 
requests;  leave  data;  retirement  records.  Records  are  used  by  Com¬ 
mission  and  GSA  employees  to  maintain  adequate  payroll  informa¬ 
tion  for  Commission  employees  and  otherwise  by  Commission  and 
GSA  employees  who  have  a  need  for  the  record  in  the  performance 
of  their  duties. 

Authority  for  maintenance  of  the  system:  31  U.S.C.,  and  Public 
Law  93-155. 

Routine  uses  of  records  maintained  in  the  syNem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Sm  appendix.  Records 
are  also  released  to  GAO  for  audits;  to  the  Internal  Revenue  Ser¬ 
vice  for  investigation;  and  to  private  attorneys,  pursuant  to  a  power 
of  attorney. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  paper  and  microfilm. 

Retrievabillty:  Social  Security  Number. 

Safeguards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 

Retentioa  and  disposal:  Disposition  of  records  .shall  be  in  ac¬ 
cordance  with  the  HB  GSA.  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  address:  Director  of  Administration, 
Defense  Manpower  Commission,  1111  18th  Street,  NW.,  Suite  300, 
Washington,  D.C.  20036 

Notifkatlon  procedure:  See  Commission  access  regulations  in  I 
CFR  part  420. 

Record  accem  procedures:  See  Commission  access  regulations  in  1 
CFR  part  420. 

Contesting  record  procedures:  See  Commission  access  regulations 
in  I  CFR  part  420. 

Record  source  categories:  The  subject  individual;  the  Commission. 

DMPC— 3 

System  name:  General  Personnel  Records. 

System  location:  Defense  Maiqmwer  Commission,  1111  18th  St., 
N.W.,  Washington,  D.C.  20036. 

Categories  of  individuals  covered  by  the  system:  Individuals  em¬ 
ployed  by  the  Defense  Manpower  Commission.  _ 

Categories  of  records  la  the  system:  Contains  copies  of:  SF  50. 
Notification  of  Personnel  Action;  SF  52,  Request  for  Personnel  Ac¬ 
tion;  SF  171,  Personnel  Qualifkatioo  Statement;  Security  clearance 
data;  Time  and  Attendance  records;  other  correspondence  relating 
to  employment. 

Authority  for  maintrnanre  of  the  system:  31  U.S.C.,  and  Public 
Law  93-155. 

Routine  uses  of  records  maintained  in  the  system,  iacinding  catego¬ 
ries  ef  users  and  the  pnrpaaes  ef  such  uses:  Sec  appendix.  RMords 
arc  also  released  to  GAO  for  audits;  to  the  Internal  Revenue  Ser¬ 
vice  for  investigation;  and  to  private  attorneys,  pursuant  to  a  power 
of  attorney. 

PoUcks  and  practlom  for  atoAig,  retrieving,  acccssiag,  retainiag, 
and  diifMim  of  records  in  the  system: 

Storage:  Stored  in  file  folders. 

RctricTablUly:  Manual  by  name. 
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Salcgoardc:  Foklers  filed  in  locked  file  cabinet. 

Retention  and  dtopoaal:  Information  is  retained  durii^  the  Com¬ 
missions  existence  and  then  stored  in  the  National  Archives. 

System  manacerfs)  and  addrcm:  Director  of  Administration, 
Defense  Manpower  Commission.  1111  18th  Street,  N.W.,  Suite  300, 
Washington,  D.C.  20036 

Notification  procedure:  See  Commission  access  regulations  in  I 
CFR  part  420. 

Record  access  procedures:  See  Commission  access  regulations  in  1 
CFR  part  420. 

Contesting  record  procednres:  See  Commission  access  regulations 
in  1  CFR  part  420. 

Record  source  categories:  The  subject  individual;  the  Commission. 
APPENDIX 

In  the  event  that  a  system  records  maintained  by  this  agency  to 
carry  out  its  functions  indicates  a  violation  or  potential  violation  of 
law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  federal,  state,  local  or  foreign,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 


“routine  use”  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investigator,  arbitrator  or  other  duly 
authorized  official  engaged  in  investigation  or  settlement  or  a 
grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Commission  in  accordance  with  the  agency’s  respon¬ 
sibility  for  evaluation  and  oversight  of  federal  personnel  manage¬ 
ment. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  federal  agency  for  purposes  of  audit. 
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EXPORT-IMPORT  BANK  OF  THE  UNITED 
STATES 

PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

Following  are  the  systems  of  records  prescribed  by  the  Privacy 
Act  of  1974.  Any  omissions  due  to  oversight  will  be  published  at  a 
later  date. 

Public  comment  is  solicited  on  the  routine  use  portion  of  the 
notices,  and  should  be  submitted  by  September  18,  1975,  to  the  Ex¬ 
port-Import  Bank  of  the  United  States,  Vice  Pre¬ 
sident — Administration,  811  Vermont  Avenue,  N.W.,  Room  1031, 
Washington,  D.C.  20S71. 

August  21,  1975 

Francis  P.  Collins 
Vice  President — Administratioa 

EIB— 1 

System  name:  EIB  Applicant  File,  SF-17rs  and  resumes. 

Security  classification:  None. 

System  location: 

Primary 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Secondary 

Various  offices  and  divisions 
within  the  Eximbank. 

Categories  of  individuab  covered  by  the  system:  Individuals  who 
have  sent  in  their  resumes  and  forms  requesting  employment  with 
the  Eximbank. 

Categories  of  records  in  the  system:  Personnel  qualification  state¬ 
ment  and  employment  history. 

Authority  for  maintenance  of  the  system:  CivO  Service  Commis¬ 
sion. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and^the  purposes  of  such  uses:  For  use  whenever  a 
vacancy  becomes"  available  and  one  is  qualified  for  said  position. 
By  officiab  and  employees  of  the  Eximbank  in  the  performance  of 
their  official  duties.  By  representatives  of  the  Civil  Service  Com¬ 
mission  and  by  officials  and  employees  ot  other  compoMnts  of  the 
Federal  government  and  departments  and  agencies  in  the  per¬ 
formance  of  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  sytem: 

Storage:  file  folders.  ^ 

Retrievabilhy:  alphabetically. 

Safeguards:  locked  file  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal:  if  applicant  selected  for  position,  file 
maintained  indefinitely;  otherwise  returned  to  applicant. 

System  manageifs)  and  address: 

Office  of  Personnel 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
cleariy  marked  ‘Privacy  Access  Request'  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  Le.,  driver’s  license, 
identification  card,  etc.  Individuab  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Individual. 

EIB— 2 

System  name:  EIB  biographical  sketches  on  Eximbank  employees 
and  Advisory  Committee  members. 


Security  dassMcatioa:  None. 

Syatesn  location: 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Catcgorica  oi  individuab  covered  by  the  syatem:  Officers  and 
professionab  of  the  Eximbank  and  Advbory  Cemunittee  Members. 

Categories  of  records  in  the  system:  Name,  date  oi  birth,  place  of 
birth,  educational  and  work  experience. 

Authority  for  maintenance  of  the  system:  Eximbank  personnel 
management  pnactices.  • 

Routine  uses  of  records  maintained  la  ,tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  of&iab  and  person¬ 
nel  of  the  Eximbank  for  puMic  appearance.  By  news  media  in  con¬ 
nection  with  speeches,  public  appearance,  newsp(q>ers,  etc.  By  de¬ 
partments  and  agencies  m  the  p^ormance  of  th^  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  maintained  in  binder  books  and  file  folders. 

RetrievaMIhy:  alf^betically. 

Safeguards:  bookcases  and  desks  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal:  retained  while  employed  by  the  Eximbank 
or  untfl  hb  appointment  expires. 

System  managerfs)  and  address: 

Personnel  Office 

811  Vermont  Avenue,  N.W. 

Washington.  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20^1 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request'  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  In^viduals  desirmg  to  contest  or  amend  in¬ 
formation  ntaintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Individual  and  miscellaneous  persomiel 
forms. 

EIB — 3 

System  name:  EIB  Confidential  Statement  of  Employment  and 
Financial  Interest. 

Security  classification:  None. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuab  covered  by  the  syatem:  AO  Eximbank 
past  and  present  employees  above  a  certain  grade  level  unless  ex¬ 
empted  by  the  Ethics  Committee. 

Categories  of  records  in  the  system:  Name,  title  of  position,  date 
of  appointment  in  present  position,  office  or  divbion,  employment 
and  financial  interest,  creditors,  interests  in  real  property  and  infor¬ 
mation  requested  of  other  persons,  signature  and  date. 

Authority  for  maintenance  of  the  system:  Required  by  Section  402 
of  Executive  Order  11222  dated  May  8,  1965. 

Routine  uses  of  records  nuintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reviewed  by  members 
of  the  Ethics  Committee  regarding  conflicts  of  interest.  By  officials 
and  employees  of  the  Eximbank  in  the  performance  of  their  official 
duties  and  by  other  departrrrents  and  agencies  in  the  performaiKe 
of  their  official  duties. 

Policies  and  practices  for  storhig,  retrieving,  aoccssing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  file  folder. 

Retrievability:  alphabetical. 

Safeguards:  locked  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  dbpoaal:  retained  indefinitely. 

System  managerfs)  and  address: 
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Office  of  the  First  Vice  President  and  Vice  Chainnan 
81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20S71 

Notification  procedure: 

Vice  President — Administration 

81 1  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20S71 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  aU  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  RequMt'  and  stat^  fuD  name  and 
address  of  individual.  For  personal  Visits  the  individual  should  be 
able  to  provide  some  acceptaUe  identificatkm,  Le.,  driver’s  license, 
identification  card,  etc.  In^vichials  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Individual. 

EIB— 4 

System  name:  EIB  Driver’s  License  file. 

Security  classification:  None. 

System  locatioa: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  SF-46,  U.S. 
Government  Motor  Vehicle  Operator’s  Identification  Card  far  is¬ 
suance  to  those  present  and  past  employees  authorized  to  drive  an 
official  Government  car  in  the  performance  of  their  assigned  duties. 

Categories  of  records  in  the  system:  Name,  card  luimber,  date  is¬ 
sued,  expiration  date,  signature  of  operator,  sex,  date  of  birth, 
color  of  hair,  color  of  eyes,  hei^t,  weight,  birthidace,  social 
security  number,  signature  of  issuing  official,  title,  name  a:^  loca¬ 
tion  of  issuing  unit. 

Authority  for  nudntenance  of  the  system:  In  accwdance  with  FPM 
930. 

Routfaie  uses  of  records  maintaiiifd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  officials  aiKl  em¬ 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  the  Department  of  Motor  Vehicles,  D.C.  Police  Department, 
Justice  Department  and  insurance  companies  in  the  performaitce  of 
their  official  duties.  By  other  departments  and  agencies  in  the  per¬ 
formance  of  their  official  duties. 

Policies  and  practices  for  storhig,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  sytem: 

Storage:  file  folder. 

Retrlevability:  numerically. 

Safeguards:  locked  desk  drawer  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal:  retained  indefinitely. 

System  manager(s)  and  address: 

Vice  President — Administration 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Nodfication  procedure: 

Vice  President — Administration 

81 1  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notificatioa.  A  r^uest  fm*  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writmg  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request’  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  semae  acceptaUe  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  In^viduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Individual  and  the  completion  of  EBB 
Form  74-2  and  SF-47. 

EIB— 5 

System  uauw:  EIB  Faming*  and  Tax  Statement. 

Security  flandflratlim:  None. 

System  location: 


81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Categories  of  individuals  covered  by  the  system:  Eximbank  past 
and  present  enq>loyee8  yearly  earnings. 

Categories  at  records  far  the  system:  Name,  social  security 
number,  home  address,  gross  earnings  for  the  year,  federal  and 
state  tax  deductions  for  the  year  and  marital  status. 

Authority  for  maintenance  of  the  system:  Internal  Revenue  Ser¬ 
vice. 

Routine  uses  of  records  maintaiaed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  IJsed  at  the  end  of  the 
calendar  year  by  the  PayroO  Unit.  By  officials  and  employees  of 
the  Eximbank  in  the  performance  of  their  official  duties.  By 
representatives  of  the  CSC,  Comptroller  General,  Attorney 
General,  Treasury  and  by  offidals  and  employees  of  other  depart¬ 
ments  and  agencies  in  the  performance  of  their  official  duties. 

Policies  and  practices  for  storfaig,  retrieving,  accessing,  reUdning, 
and  disposing  of  records  in  the  sytem: 

Storage:  file  cabinet. 

Rctrievability:  alidiabetical. 

Safeguards:  locked  file  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal:  retained  indefinitely. 

System  managers)  and  address: 

Senior  \^ce  President  and  Treasurer  Controller 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
i;>ertaining  to  an  individual  and  aU  requests  for  access  to  a  record 
from  the  svstem  shall  be  in  writing  with  the  letter  and  envelope 
cleariy  marked  ‘Privacy  Access  Request’  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptat^  identification,  Le..,  driver’s  license, 
identification  card,  etc.  In^viduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  souxe  categories:  Individual  and  payroll  records. 

EIB— 4 

System  name:  EIB  Employee  ReciMxls  (relocation  site). 

Security  classification:  None. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  Current  Exim¬ 
bank  employees. 

Categories  of  records  in  the  system:  Service  records  cards,  retire¬ 
ment  deductions,  bond  balances,  annual  and  sick  leave  balances. 

Authority  for  maintenance  of  the  system:  Vital  Records  Act 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  maintained  for 
reference  and  baciaq>  for  main  records.  By  officials  and  employees 
of  the  Eximbank  in  the  performance  of  their  official  duties.  By  em¬ 
ployees  and  officials  of  other  departments  and  agencies  in  the  per¬ 
formance  of  their  official  duties. 

Policies  nad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  cBsposing  of  records  in  the  sytem: 

Storage:  expandaMe  envelope. 

Retrievability:  alf^betically  within  the  envelope. 

Safeguards:  locked  safe  file  at  relocation  site. 

Retention  and  disposal:  records  are  iqidated  quarterly,  and  out-of- 
date  records  destroyed. 

System  managerfs)  and  adeteess: 

Vice  President — Administration 
81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Notification  procedure: 

Vicq  President — Administration 
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811  Vermont  Avenue.  N.W.,  Room  1031 
Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envek^ 
clearly  marked  'Privacy  Access  Request'  and  stat^  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver's  license, 
identification  card,  etc.  Individuals  desiring  to  cemtest  or  amend  in¬ 
formation  maintained  in  the  system  shouM  direct  their  request  to 
the  Notification  listed  above.  ' 

Record  source  categories:  Office  of  Personnel  and  Payroll  Unit. 

EIB— 7 

System  name:  EIB  Equal  Employment  Opportunity,  grievance. 

Security  classification:  None. 

System  locatioa: 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  Eximbank  em¬ 
ployee  filing  a  grievance. 

Categories  of  records  in  the  system:  Name  and  type  of  grievance. 

Authority  for  maintenance  of  the  system:  Executive  Order  10590, 
Government  Em(doyment  PoUcy. 

Routine  uses  of  records  nuiintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  persons  oi  the  Exim¬ 
bank  in  the  performance  of  their  official  duties.  By  Justice,  CSC, 
duly  authorized  rraresentatives  of  the  complainant  in  the  per¬ 
formance  of  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  file  folder. 

Retrievability:  alphabetical. 

Safeguards:  locked  file  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal:  2-years  after  the  case  has  been  resolved. 

System  managerfs)  and  address: 

Vice  President — Administration 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  aU  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  'Privacy  Access  Request'  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  In^viduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Investigator,  individual  and  employees 
of  the  division  of  office  where  the  conq^ainant  was/is  employed. 

EIB— 8 

System  name:  EIB  Financial  Assistance  Request  for  (under  Federal 
Employee  Training  Act). 

Security  classificatioa:  None. 

System  locatioii: 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  faidividuals  covered  by  the  system:  EIB  employees 
requesting  financial  assistance  for  training  and  text  books. 

Categories  of  records  in  the  system:  Application  for  training. 

Authority  for  maintenance  of  the  system:  Federal  Employees 
Training  Act. 

Routine  uses  of  records  maintained  in  the  system,  indodlng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  <rfficial 
authorization  to  justify  payment  for  training  expenses.  By  officials 
and  employees  (d  the  Eximbank  in  the  performance  of  th^  official 


duties  and  by  CSC,  GAO  and  other  departments  and  agencies  in 
the  performance  ot  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  folders. 

RetrievaUlity:  alphabetical  by  period. 

Safeguards:  locked  file  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal:  3  years. 

System  manageifs)  and  address: 

Senior  Vice  President  and  Treasurer  Contixrfler 
Travel  and  Administrative  Expense  Unit 
81 1  Vermont  Avenue,  N.W. 

Washington.  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue.  N.W.,  Room  1031 

Washington,  D.C.  20^1 

Record  access  procedures:  Same  as  Notification.  A  request  for  in- 
fcHination  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
cleariy  marked  'Privacy  Access  Request'  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptaUe  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Individual. 

EIB— 9 

System  name:  EIB  Financial  Organization,  Credit  to  Account 
(Clhecking). 

Security  classtfkation:  None. 

System  location: 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Categories  of -individuals  covered  by  the  system:  EIB  employees 
complete  when  they  want  their  salary  check  to  be  sent  directly  to  a 
financial  organization  of  their  choice. 

Categories  of  records  in  the  ^ystaniK  Employees  application  for 
deposit  of  salary  check  to  the  financial  organization  (checking)  of 
their  choice. 

Authority  for  maintenance  of  the  systenu  Treasury  Department 
Fiscal  Service,  Department  Circular  No.  1076,  1189-101. 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Senior  Vice 
President  and  Treasurer  Controller  and  his  staff  and  officials  and 
employees  of  the  Eximbank  in  the  performance  (rf  their  official  du¬ 
ties.  By  representatives  ai  the  CSC,  Comptroller  General,  Treasu¬ 
ry,  financial  institutions  and  by  officials  and  employees  of  other  de¬ 
partments  and  agencies  in  the  performance  of  their  official  duties. 

Policies  and  practices  for  storhig,  retrieving,  acccssiag,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  filed  in  folders. 

Retrievability:  alphabetical. 

Safeguards:  locked  file  cabinet  and  in  a  buddb^  that  has  a  PBS 
guard. 

Retention  and  disposal:  until  employee  cancels. 

System  manager(s)  and  address: 

Senior  Vice  President  and  Treasurer  Controller 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  'Privacy  Access  Request’  and  stating  full  narrw  and 
address  oi  individual.  For  personal  visits  the'  individual  should  be 
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able  to  provide  some  accqitable  identification,  Le.,  driver’s  license, 
identification  caido  etc.  Individuals  desiring  to  contest  or  amend  in- 
fonnation  maintained  in  the  system  should  direct  thek  request  to 
the  Notification  listed  above. 

Record  soorcc  ctegories'  Individual. 

EIB— 10 

Syalcai  Huae:  EIB  Financial  Oiganization,  Credit  to  Account 
(Savings).  " 

Secertty  clasriftcatlon;  None. 

Syatcas  locatloa: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20S71 

Categories  ol  individuals  covered  by  the  system:  EIB  employees 
complete  when  they  want  their  salary  check  or  a  portion  to  be  sent 
to  a  savings  financial  organization  of  their  choice. 

Categories  ol  records  in  the  system:  Employees  ^^lication  for  the 
deposit  of  salary  check  or  a  portion  to  be  sent  to  a  savings  financial 
organization  of  their  choice. 

Authority  far  mabtfmence  of  the  system:  Department  of  the  Trea¬ 
sury,  Bureau  of  Accounts,  Part  IB,  Treasury  FRM. 

Rositine  uses  of  records  maintained  in  the  system,  faicinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Senkn’  Vice 
President  and  Treasurer  Controller  and  his  staff  and  c^ficials  and 
employees  of  the  Eximbank  in  the  performance  of  their  crfficial  du¬ 
ties.  By  representatives  of  the  C!SC,  Comptitdler  General,  Treasu¬ 
ry,  financi^  institutions  and  by  officials  ar^  employees  of  other  de¬ 
partments  and  agencies  in  the  performance  of  their  official  duties. 

Policies  and  praetkes  for  storing,  retrieving,  ar cessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  file  folder. 

Retrievabillty:  alphabetical. 

Safeguards:  locked  combination  safe  and  in  a  building  that  has  a 
PBS  guard. 

Retention  and  disposal:  until  employee  cancels. 

System  manager(s)  and  address: 

Senior  Vice  President  and  Treasurer  Controller 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20S71 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  iitdividual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request’  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  IiKlividual. 

EIB— 11 

System  name:  EIB  Garage  Space  Application. 

Security  classificatiau:  Npne. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Categories  of  individuals  covered  by  the  system:  EIB  emi^yees 
and  other  employees  in  federal  agencies  within  the  area  holding 
parking  spaces  in  the  budding. 

Categorifi  of  records  in  the  systens:  Name,  address,  license 
number,  telephone  number,  make  aiul  license  tag  munber  of  car, 
building  location  and  room  number  and  signature  and  date. 

Antharity  for  mainSfnsnrr  of  the  system:  Eximbank  maiuigement 
practices. 

Routine  uses  el  records  mahstaiBcd  in  the  system,  tocloding  catego¬ 
ries  sf  nsers  and  the  purposes  sf  such  nses:  Maintained  as  the  cur¬ 
rent  list  of  current  and  potential  garage  spatx  holders  and  al¬ 
ternates.  By  (rfficials  and  employees  of  the  Eximbank  in  the  per¬ 
formance  their  c^fidal  duties.  By  representatives  ot  the  OSA 


and  insurance  companies  in  the  performance  of  their  official  duties 
smd  by  crfficials  arto  emptoyees  of  other  departments  and  agencies 
in  the  performance  of  th^  official  duties. 

Polktes  asid  pmetfea  for  storing,  iitili  ihig.  accessing,  rctaWag, 
and  dispoolag  of  records  in  the  sytem: 

Storage:  file  frdders. 

Retrievabillty:  alphabetical. 

Safeguards:  file  cabinet  arul  in  a  building  that  has  a  PBS  guard. 

Retention  and  dispoani:  yearly  update. 

System  mmmgerfs)  and  address: 

Vice  President — Administration 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  acccs  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  'IVivacy  Access  Request’  and  stating  fuU  name  and 
adekess  of  individual.  For  personal  visits  the  individual  should  be 
aUe  to  ;^vide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Individual.  ' 

EIB— 12 

System  name:  EIB  imitHinization  request. 

Security  ctessificatioo:  None. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  Eximbank  past 
and  present  enq^yees  who  travel  abroad  on  official  business 
requiring  immunization  for  such  travel. 

Categories  of  records  in  the  system:  Name  and  countries  to  be 
visited. 

Authority  for  maintenance  of  the  system:  Eximbank  management 
practices. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  officials  and  em¬ 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  State  Department,  Health,  ^ucation  and  Wdfare,  and  private 
physicians  in  the  performance  of  their  official  duties,  and  by  offi¬ 
cials  and  employees  (rf  other  departments  and  agencies  in  the  per¬ 
formance  of  their  c^dal  duties. 

Policies  and  practices  for  storing,  retiievfaig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

'  Ston«e:  file  folder. 

Retrlevaliility:  chrcmogical. 

Safeguards:  2-drawer  unlocked  file  cabinet  and  in  a  building  that 
has  a  PBS  guard. 

Retention  and  diapoaal:  indefinitely. 

System  managers)  and  addkesa: 

Vice  President — Administration 
81 1  Vennont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washii«ton,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envriope 
clearly  marked  ’Privacy  Access  Request’  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
aUe  to  provide  some  acceptebfe  identification,  Le.,  driver’s  license, 
identifkatioo  card,  etc.  InAvkhials  desirit^  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 
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Record  ooaroe  cHunrtn'  Individual. 

HB— 13 

Syalom  naaw:  EIB  Passport  request  file. 

Security  tIaarillfHnn;  None. 

Systcai  locatkai: 

81 1  Vermont  Avenue.  N.W. 

Washington,  D.C.  20^1 

Catcforics  of  Individuals  covered  by  the  syataw  Eximbank  em¬ 
ployees  required  to  travel  overseas  in  an  official  capacity  who 
request  an  Official  Passport. 

Categories  of  records  fas  the  system:  Name,  title,  {q>proximate 
dates  of  travel,  destination,  purpose  of  travd  and  date  of  security 
clearance. 

Authortty  for  mahitenance  of  the  system:  Eximbemk  management 
practices. 

Rontine  uses  of  records  maintained  hi  the  systesn,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  officials  and  en>- 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  State  Department  and  embassies  in  the  performance  of  their  at- 
ficial  duties  and  by  officials  and  employees  of  other  departments 
and  agencies  in  the  performance  of  their  crffidal  duties. 

Policies  and  practices  for  storing,  retrieving,  arcesidng,  retaining, 
and  disposing  of  records  in  the  qtcni: 

Storage:  file  folder. 

RetrievabUity:  chronogical. 

Safeguards:  2-drawer  unlocked  file  cabinet  and  in  a  budding  that 
has  a  PBS  guard. 

Retention  add  dispasal:  indefinitely. 

System  maaager(s)  and  addres: 

Vice  President — Administration 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President — Admiiustration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  NotificatioiL  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  reccMYl 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clesurly  marked  ‘Privacy  Access  Request*  and  statmg  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  sonw  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Individual. 

EIB— 14 

System  name:  EIB  Payroll  Certification.  " 

Security  classlHcattoo:  None. 

System  locatioa: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Categories  of  individuals  covered  by  the  system:  AH  present  Exim¬ 
bank  employees. 

Categories  of  records  in  the  systena:  Payndl  summary. 

Authority  for  ~  of  the  system:  3  Treasury  FRM  1000, 

Bureau  of  Accounts,  Fiscal  Service  1128-108. 

Routine  ases  of  records  mahitninfd  in  the  system,  hicludhig  catego- 
rim  of  users  and  the  purposes  of  such  uam:  By  the  Senior  Vice 
sident  and  Treasurer  Controller  and  his  staff  and  officials  and  em¬ 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  representatives  at  the  CSC,  GAO,  Justice  in  the  performance  of 
th^  crfficial  duties  and  1^  other  dq>artments  and  agencies  in  the 
performance  of  their  official  duties. 

Policies  and  practioes  for  storing,  retrieving,  aoccaslng,  retaining, 
and  dhposing  of  records  hi  the  sytem: 

Storage:  file  folder. 

Rstrievabillty:  numerical. 

Safeguards:  combination  safe  and  in  a  building  that  hat  a  PBS 
guard. 

Ritentien  and  dhpoeal:  retained  indefinitely. 


Syria  III  amnagerfs)  and  address; 

Semor  Vice  President  and  Treasurer  Controller 
81 1  Vermont  Avenue,  N.W. 

Washii«ton,  D.C.  20571 

Nollflualion  procedure: 

Vice  President — Administration 

81 1  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20^1 

Record  accern  procedurm:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  cemtains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envriope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  full  name  a^ 
address  cd  individual.  For  personal  visits  the  individual  should  be 
aUe  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  In^vkhials  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notificatiem  listed  above. 

Record  source  categories:  liine  and  attendance  cards-and  person¬ 
nel  notification. 

EIB— 15 

System  name:  EIB  PayroD  Change  Slip,  SF-1126. 

Security  dassification:  None. 

System  locatkm: 

81 1  Vermont  Avenue,  N.W. 

WashingUm,  D.C.  20571 

Categories  of  individualB  oovered  by  the  system:  Eximbank  present 
and  past  personnel. 

Categories  of  records  ha  the  system:  Employee  payitdl  summary 
showing  notification  of  basic  pay  change,  data  on  unpaid  absence, 
payroU  change  data  and  remarks. 

Authority  tor  matntfwance  of  the  system:  U.S.  Civil  Service  Com¬ 
mission,  FPM  Supplement  296-31. 

Routine  uses  of  records  nudntshied  la  the  system,  iacludiBg  catego¬ 
ries  of  users  and  the  purposm  of  such  uses:  By  the  Senior  Vice 
sident  and  Treasurer  Controller  and  his  staff  and  officials  and  em¬ 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  representatives  of  the  CSC,  GAO,  Comptroller  General,  Attor¬ 
ney  General,  Treasury  and  by  officials  and  emidoyees  of  o^r  de- 
pariments  and  agencies  in  the  performance  of  their  official  duties. 

Policies  and  practica  for  storing,  iitih  ilng,  acccaateg,  rriainhig, 
and  disposing  of  records  in  the  sytem: 

Stongte:  file  folders. 

Rctrievabiilty:  by  date  at  changes. 

Safeguards:  combination  safe  iuid  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal;  maintained  2  years  and  then  destroyed  by 
burning. 

System  managers)  and  address: 

Senior  Vice  President  and  Treasurer  Controller 
81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

NotHicatkin  procedure: 

Vice  President — Administration 
811  Vermont  Avenue,  N.W.,  Room  1031 
.  Washington.  D.C.  20571 

Record  acocm  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Reerxd  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shaO  be  in  writing  with  the  letter  and  envrio^ 
clearly  marked  ‘Privacy  Access  Request’  and  stating  full  name  a^ 
address.  individual.  Fbr  personal  visits  the  individual  should  be 
aide  to  provide  some  acceptaUe  identification,  Le.,  driver’s  license, 
identification  card,  etc.  In^viduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notificatioa  listed  above. 

Record  soorce  calegorics;  Office  of  Personnd  and  payndl  records. 

EIB— 16 

Systcus  name:  EIB  Payrofl  Coding  Sheet,  magnetic  tiqie. 

SeciuRy  clasrifirutinM;  None. 

System  locafioa: 

81 1  Vermont  Avenue,  N.W. 

Washii«tan,  D.C.  20571 
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Categories  of  faidivkliials  covered  by  the  qrstem:  AU  Exindnnk 
past  and  present  employees,  excq>t  part-tiine. 

Categories  of  records  fai  the  system:  Master  payroll  employee 
record. 

Authority  lor  of  the  system:  Eximbank  management 

practices. 

Routhie  uses  of  records  maintained  la  the  system.  Including  catego¬ 
ries  of  users  the  purposes  of  such  uses:  By  officials  and  em¬ 
ployees  of  the  Eximbt^  in  the  performance  of  their  official  duties. 
By  GSA,  Justice,  Treasury,  GAO,  Comptroller  General  and  by  offi- 
citds  and  employees  of  other  departments  and  agencies  in  the  per¬ 
formance  of  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  acceasiag,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  magnetic  tape. 

Retrievahility:  pay  period. 

Safegoards:  locked  fire  proof  safe  and  in  a  building  that  has  a 
PBS  guard. 

Retention  and  disposal:  IS  years. 

System  managers)  and  address:  Senior  Vice  President  and  Trea- 
tu:  er  Controller 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20S71 

Notificaitioa  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20S71 

Record  access  procedures:  Same  as  Notification.  A  truest  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request'  and  stating  full  name  and 
address  of  individual.  For  persorud  visits  the  iitdividual  should  be 
able  to  provide  some  acceptaUe  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Payroll  Unit  and  related  persomiel  files. 

EIB— 17 

System  uaaw:  EIB  Payroll  information  employee. 

Security  classificsthwi:  None. 

System  locathm: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Categories  of  individuals  covered  by  the  system:  All  present  and 
past  Eximbank  employees. 

Categories  of  records  in  the  system:  Employee  payroll  summary, 
Le.,  luune,  social  security  number,  nuuital  status,  grade  and  step, 
atmual  hourly  and  overtime  rate,  etc. 

Authority  for  asaintenance  of  the  system:  GAO  Policy  and 
Procedures  Manual  for  Guidance  of  Federal  Agencies  for  controls 
over  automated  payroll  system. 

Routine  uses  of  records  maintained  in  the  syatem,  includfaig  catego- 
rtes  of  users  and  the  purposes  of  such  uses:  By  officials  and  em¬ 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  CSC,  GAO,  IRS,  HUD,  Department  of  Labor  and  by  officials 
and  employees  of  other  departments  and  agencies  in  the  per¬ 
formance  of  their  official  duties. 

Policies  and  practices  for  storing,  retrievfaig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  filed  in  binders. 

Retrievahility:  numerically. 

Safeguards:  locked  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal:  retained  indefinitely. 

System  numager(s)  and  address: 

Senior  Vice  President  and  Treasurer  Controller 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20S71 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20S71 


Record  nooesB  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request’  and  stating  full  name  and 
address  of  individual.  For  persoiuil  visits  the  iixlividual  should  be 
able  to  provide  some  acceptable  identification,  Le.,  driver’s  license, 
identification  card,  etc.  Iit^viduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Office  of  Persotmel  and  individual. 

EIB— 18 

System  name:  EIB  Payroll  listing. 

Security  classificatioa:  None. 

Syatem  location: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  Eximbank  past 
and  present  enqiloyees. 

Categories  of  records  In  the  system:  Name,  net  pay  and  check. 

Authority  for  maintenance  of  the  syatem:  Treasury  Department. 

Routine  uses  of  records  maintained  in  the  ratem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  a  che^  list  to 
distribute  pay  check  to  employees.  By  officials  and  employees  of 
the  Eximbank  in  the  performance  of  their  official  duties.  By  Trea¬ 
sury,  GAO,  Comptrcdler  General,  CSC  and  by  officials  and  em¬ 
ployees  of  other  departments  and  agencies  in  the  performance  of 
their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytan: 

Storage:  Hie  feeder. 

Retrievahility:  by  pay  period. 

Safeguards:  file  cabinet  in  a  building  that  has  a  PBS  guard. 

Retention  and  disposal:  retained  2-years  and  then  destroyed. 

System  managerfs)  and  address: 

Senior  Vice  President  and  Treasurer  Controller 
811  Vermont  Avenue,  N.W. 

Washiitgton,  D.C.  20^1 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D  C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request’  aia*  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
aMe  to  provide  some  acceptable  identification,  Le.,  driver’s  license, 
identification  card,  etc.  In^viduals  desiring  to  umtest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Time  and  atteiKkmce  cards  and  related 
persoimel  forms. 

EIB— 19 

System  name:  EIB  Payroll  Master  Record. 

Security  clasrifiration:  None. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washit«ton,  D.C.  20571 

Categories  of  I'odividuals  covered  by  the  system:  AU  new  Exim¬ 
bank  employees  and  changes  to  old  employees. 

Categories  of  records  far  the  system:  Employee  payroU  summary, 
i.e.,  name,  social  security  numbCT,  hourly  rate,  overtime  rate,  etc. 

Authority  for  maintenance  of  the  system:  GAO  Policy  and 
Procedures  Manual  for  Gukhmee  ol  Federal  Agencies  Title  6  for 
controls  over  automated  payroU  system. 

Routine  uses  of  records  maintained  in  the  system,  including  ctrtego- 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  enter  new  em¬ 
ployees  and  making  any  changes  effecting  old  employees.  By  offi¬ 
cials  and  errqrloyees  of  the  Eximbank  in  the  performance  of  their 
official  duties.  By  Social  Security,  CSC,  GAO,  Comptroller 
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General,  IRS  and  by  (rffkials  and  employees  of  other  departments 
and  agencies  in  the  performance  at  their  official  duties. 

Polkks  and  practices  lor  slsrlag,  rstrh<lng,  arnmlng.  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage;  binders. 

Retrlevabillty:  office  or  division. 

««r«t»r  locked  cabinets  in  a  building  that  has  a  PBS  guard. 

Retention  and  disposal:  retained  indefinitely. 

System  managerfs)  and  adtkess: 

Senior  Vice  President  and  Treasurer  Controller 
811  Vermont  Avenue.  N.W. 

Washington.  D.C.  20S71 

Notification  procedure:  Vice  President — Administration  811  Ver¬ 
mont  Avenue,  N.W.,  Room  1031  Washington,  D.C  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  aitether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  fuD  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  m- 
formation  maintained  in  the  system  should  direct  their  request  to 
tte  Notification  listed  above. 

Record  source  categories:  Office  of  Persoimel  and  individual. 

EIB-20 

System  name:  EIB  Payix^  Control  Manual 

Security  classilkation;  None 

System  location:  811  Vermont  Avenue,  N.W.,  Washington,  D.C. 
20571 

Categories  of  individuals  covered  by  the  system:  All  new  em¬ 
ployees  and  present  and  past  employees  making  deductions  and  pay 
changes. 

Categories  of  recorcb  in  the  system:  Control  covering  the  bi¬ 
weekly  payroll  including  such  information  as  name,  base  pay  and 
any  deductions  such  as  FICA,  retirement,  bond,  insiuance,  health, 
charity,  optional  insurance  and  savings. 

Authority  tor  maintenanoe  of  the  system:  GAO  Policy  and 
Procedures  Manual  for  Guidance  of  Federal  Agencies  for  controls 
over  automated  payroll  system. 

Routine  uses  of  records  maintained  in  the  system,  inrhiding  catego¬ 
ries  of  users  and  the  purposes  of  sach  uses;  By  trffidals  and  em¬ 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  CSC,  Justice,  IRS,  Comptroller  General  and  by  officials  and 
employees  of  other  departments  and  agencies  in  the  performance  of 
their  official  duties. 

Policies  and  practicca  tor  storing,  retrieving,  accesring,  retaining, 
and  dt«p«Mdin  of  records  la  the  sytem: 

Storage:  File  folder. 

Rctrlevability:  According  to  pay  period. 

Safeguards:  Locked  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Rctcatioo  and  disposal:  Retained  indefinitely. 

SysSeas  managerfs)  and  addrem:  Senior  Vice  President  and  Trea¬ 
surer  Controller,  W  Vermont  Avenue,  N.W.,  Washington.  D.C. 
20571 

Notification  procedure:  Vice  President — Administration.  811  Ver- 
rrmnt  Avenue,  N.W.,  Room  KBl.  Washington,  D.C.  20571 

Record  aceem  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  oi  Record  contains  a  record 
pertaining  to  an  irulividual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  “Privacy  Access  Request”  and  stating  full  name 
and  address  of  individual.  For  personal  visits  the  individual  should 
be  able  to  provide  some  accqptal^  identification,  Le.,  driver's 
license,  identification  card,  etc.  Individuals  desiring  to  contest  or 
amend  informatioo  maintained  in  the  system  sbor^  direct  their 
request  to  the  Notification  listed  above. 

CoaScsthig  record  procedures:  Same  as  above 

Record  source  categories:  Office  of  Personnel  and  individual. 

EIB— 21  , 

System  aaam:  EIB  Performance  appraisals. 

Security  clomtficntinu;  None. 


System  location; 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Calcgarks  of  individuals  covered  by  the  systenu  All  Eximbank  em¬ 
ployees  employed  by  the  Accounting  Operations  Section. 

Categories  of  records  hi  dw  system:  Performance  factors  such  as 
quality  and  quantity  of  work  rated  according  to  level  of  per¬ 
formance. 

Authority  for  mainlenaBKe  of  the  system:  Administrative  discre¬ 
tion. 

Routine  uses  of  records  inaiiitaliif  ri  ha  the  qrstem,  inclutRng  catego- 
rim  of  users  and  the  purposes  of  audi  uses:  Used  by  Chief  Accoun- 
tarit  to  evaluate  changes  or  inguovements  in  yearly  performance 
ratings.  By  officials  and  employees  of  the  Eriridiank  in  the  per¬ 
formance  ot  their  c^icial  duties.  By  CSC  and  by  c^icials  and  em¬ 
ployees  of  other  departments  and  agencies  in  the  performance  of 
their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  acccaring,  retafadng, 
and  rliiqitiHiag  of  records  hi  the  sytem: 

Storage:  file  folder. 

RctrievahiUty:  alphabetical. 

Srieguards:  locked  cabinet  and  in  a  bukUng  that  has  a  PBS  guard. 

Retention  and  dkposal:  retained  for  one  year  and  disposed  of  at 
time  individual  ceases  to  be  an  employee. 

System  insnager(«)  and  address: 

Senior  Vice  President  and  Treasurer  Controller 
Chief  Accountant’s  Office 
81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  2tt^l 

NotUcatian  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20^1 

Record  aceem  procedures;  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  cemtains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  fuO  name  and 
addrem  of  individual.  For  personal  visits  the  individual  should  be 
aUe  to  provide  some  acceptaMe  identification,  i.e.,  driver’s  license, 
identification  card.  etc.  In^viduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notificatioo  listed  above. 

Record  source  categories;  Data  based  on  supervisors  evaluation. 

EIB— 22 

System  name:  EIB  Periodic  step  increase  file. 

Security  rl—lftrBtion:  None. 

System  localioii: 

811  Vermont  Avenue,  N.W. 

Washington.  D.C.  20571 

Categories  of  individnals  covered  by  the  system:  AD  current  Exim- 
bank  employees. 

Categories  of  records  la  the  qratem:  Contains  name,  social  securi¬ 
ty  nuir^xr,  current  GS  grade,  current  step  of  grade  and  date 
next  equivalent  increase. 

Authority  for  mriatmanre  of  the  system:  Eximbank  management 
practices. 

Routine  uses  of  records  maintniiif  if  In  the  system,  including  catego- 
rim  of  uaers  and  die  purposes  of  such  uses:  Used  by  Office  of  Per¬ 
sonnel  to  insure  aU  step  increases  are  given  at  the  correct  time.  By 
c^icials  and  employees  trf  the  Eximbank  in  the  performance  of 
their  official  duties.  By  CSC  and  by  officials  and  employees  of 
other  departments  and  agencies  in  the  performance  of  tteir  official 
duties. 

FOlida  and  praetkm  for  storing,  ratrievhm,  nrrfing.  rctiMbg, 
and  diopoaing  of  records  in  the  sytem: 

Storage:  cabinet. 

RetrievabiHty:  alphabetical  by  due  dates. 

Safeguards:  unlocked  cabinet  and  in  a  building  ttm*  has  a  PBS 
guard. 

Retention  and  dispoaal:  as  long  as  employee  is  employeed  by  the 
Eximbardc 

System  managerfs)  and  addkeas: 
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Vice  President — Administration 

Office  of  Personnel 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  2057 1 

NodBcatioa  prooedurc: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Rocmu  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in- 
fmmation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptaNe  identification,  i.e.,  driver's  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categmies:  Based  on  information  contained  in  the 
official  personnel  file  of  each  Eximbank  employee.. 

EIB— 23 

System  name:  EIB  Personnel  Action,  Notification  SF-50. 

Security  classifkatioo:  None. 

System  location: 

Primary 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Secondary 

Various  divisions  or  offices 
within  the  Bank. 

Categories  of  individuals  covered  by  the  system:  All  personnel  of 
the  Eximbank. 

Categories  of  records  in  the  system:  Name,  social  security 
number,  date  of  birth,  grade,  step,  salary,  location  of  job,  FICA  or 
retirement  deductions,  health  and  life  insurance  eligibility  and  ef¬ 
fective  date. 

Authority  for  maintenance  of  the  system:  Civil  Service  Commis¬ 
sion. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  By  officials  and  em¬ 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  departments  and  agencies  in  the  performance  of  their  official 
duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  file  folder. 

Retrievability:  alphabetical. 

Safeguards:  locked  file  cabinet  and  in  a  bidding  that  has  a  PBS 
guard. 

Retention  and  disposal:  until  employee  is  terminated  or  transfers. 

System  manageris)  and  address: 

Vice  President — Administration 

Office  of  Personnel 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stat^  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in 'the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  From  personnel  records. 

EIB— 24 

System  uanM:  EIB  personnel  files. 


System  location: 

Primary 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Secondary 

Various  divisions  and 
offices  within  the  Bank. 

Categories  of  individuals  covered  by  the  system:  Past  and  present 
employees  of  the  Eximbank. 

Cat^ories  of  records  in  the  system:  Letters,  forms  and  anything 
that  pertains  to  an  individual  assigned  to  an  office  or  division. 

Authority  for  maintenance  of  the  system:  Eximbank  management 
practices. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  supervisor 
of  the  offices  or  divisions  for  quick  reference  for  the  reassignment 
or  promotion  of  their  employees.  By  officials  and  employees  of  the 
Eximbank  in  the  perfcvmance  of  their  duties  and  by  other  agencies 
and  departments  in  the  performance  of  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  binders.  , 

Retrievability:  alphabetical. 

Safeguards:  locked  filing  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Reteidion  and  disposal:  retained  indefinitely. 

System  manager(s)  and  address: 

Vice  President — Administration  * 

Office  of  Personnel 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

NodHcation  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptaUe  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Related  personnel  forms  and  from  the 
individual. 

EIB— 25 

System  name:  EIB  personnel  listing. 

Security  classification:  None. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  All  current  Exim¬ 
bank  en:q>loyees. 

Categories  of  records  in  the  system:  Name,  grade,  title,  salary  and 
next  ssdary  change. 

Authority  for  maintenance  of  the  system:  Eximbank  management 
practices. 

Routine  uses  of  records  maintsined  in  the  ^stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  staffing 
requirements,  promotions  and  by  officials  and  employees  in  the 
periormance  of  their  official  duties.  By  other  agencies  and  depart¬ 
ments  in  the  performance  of  their  official  duties. 

Policies  and  practioes  for  storhig,  retrieving,  accessing,  retaiaiiqt, 
and  disposing  of  records  in  the  sytem: 

Storage:  loose  leaf  biiKlers  or  file  feeders. 

Retrievability:  alphabetically  by  office. 

Safeguards:  locked  cabinet  ot  desk  drawer  in  a  building  that  has  a 
PBS  guard. 

Retention  and  disposal:  each  time  a  new  listing  comes  out  the 
previous  one  is  destroyed. 

System  managerfs)  and  adthtsf 
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Senior  Vice  President  and  Treasurer  Controller 
811  Vermont  Avenue.  N.W. 

Washington,  D.C.  20^1 

NotWcaSloa  procedars: 

Vice  President— Adnunistration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20i^l 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  aD  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
cleaity  marked  'Privacy  Access  Request'  and  stating  fuD  name  a^ 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identitication,  Le.,  driver's  license, 
identification  card,  etc.  Indivkhiab  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  tourct  categories:  Eximbank  Data  Processing  Center  and 
payroQ  records. 

EIR-26 

System  name:  EIB  personnel  records. 

SecM'lty  classmcattoa:  None. 

System  location: 

811  Vermont  Avenue.  N.W. 

Washington,  D.C.  20^1 

Categories  of  huMriduals  covered  by  the  systeiw  Eximbank  em¬ 
ployees,  applicants,  consultants.  Advisory  Committee  members  and 
former  employees  who  have  been  dismissed,  retired,  transferred 
and/or  resigned  from  the  Eximbank. 

Categories  of  records  in  the  system:  Personnel  investigations  of 
current  and  former  employees  including  actual  investigations,  sum¬ 
mary  investigations  from  other  Federal  agencies,  security  forms 
and  correspondence  relating  to  security. 

Aathosity  lor  msjnteaenrr  of  the  system:  Executive  Order  104S0. 

Routine  usm  el  records  maintainrd  in  the  system,  faKlnding  catego¬ 
ries  of  users  and  the  pnrpooes  of  such  uses:  Personnel  security 
records  are  maintained  in  order  to  determine  the  level  of  clearance 
Eximbank  employees  permitted  regarding  access  to  classified 
materials  and  meetings  in  accordance  with  Executive  Order  10430. 
By  officials  and  employees  of  the  Eximbank  in  the  performance  of 
their  official  duties.  By  CSC.  FVI  and  by  (rfficials  and  enqitoyecs 
of  other  departments  and  agencies  in  the  performance  oi  thw  offi¬ 
cial  duties. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retainhig, 
and  iHipnsing  of  records  in  the  sytem: 

Storage:  file  folder. 

Rctrievabflity:  alphabetical. 

Tafignards'  combination  security  locked  file  cabinet  and  in  a 
building  that  has  a  PBS  guard. 

Rstsntion  and  dhposal:  retained  indefinitely. 

System  masmgsrfs)  asri  address: 

Vice  President— Administration 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Notification  prnoedecu: 

Vice  President — Administration 

811  Vermont  Avenue.  N.W.,  Room  1031 

Washington,  D.C.  20^1 

Record  vws  praoedmres:  Same  as  Notifkatioa  A  request  for  in- 
formatioa  as  to  whether  a  Systems  of  Record  contains  a  record 
p*<t«iiiing  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  «*»»n  be  in  writing  with  the  letter  and  envelope 
clearly  marked  'Privacy  Access  Request'  and  stating  full  name  a^ 
address  of  indrviduaL  For  personal  visits  the  individual  should  be 
able  to  provide  some  accepuMe  identification,  Le.,  driver's  hcenae, 
identificatioa  card.  etc.  In^viduab  desiring  to  contest  or  anaend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Rsesrd  senroe  calagsrics:  Investigations  received  from  Federal  m- 
vestigative  agencies  and  correspondeoce  generated  by  other  depart¬ 
ments  and  nmrirs  containing  infarmation  from  employers, 
references,  schools,  neighbors,  police,  credit  agencies  and  other 
Federal  investigative  agesmies. 


ED— 27 

^ntem  name:  EIB  personnel  roster. 

Secm'lty  rlsatilkatiuni  None. 

System  location:  ^ 

811  Vermont  Avenue,  N.W. 

Watini«ton,  D.C.  20371 

Categorisi  of  tadhriduals  covered  by  the  qrstem:  All  current  Exim- 
bank  employees. 

Categories  of  records  ka  the  iiystem-  Alphabetical  listing  of  enr- 
ployees  by  name,  home  address  and  telephone  number. 

Authority  for  maintemmoe  of  the  ayolcm:  Eximbank  management 
practices. 

Routine  uses  of  records  nadatsinfrl  in  the  systcafi,  tucindlug  catego¬ 
ries  of  uaers  asul  the  psnposcs  of  such  mes:  Used  by  offidiils  and 
employees  of  the  Exiiidwnk  in  the  performance  of  tl^  official  du¬ 
ties.  By  officials  and  enq^yees  of  other  departments  and  agencies 
in  the  performance  of  thm  official  duties. 

Pottdes  and  practices  for  starksg,  retrieving,  aoccsting,  retakaing, 
and  dhpoaing  of  records  in  the  sytem: 

Storage:  file  folder. 

RetrievabiUty:  alphabeticaL 

.Saisgiierth-  locked  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Retention  — dtepooal:  each  calendar  year. 

Syetem  asanagerfe)  asid  adthem: 

Vice  President — Administratioa 

Office  oi  Personnel 

81 1  Vermont  Avenue,  N.W. 

Washir^gton,  D.C.  20^1 

Notification  procedure: 

Vice  President — Administratioa 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  r^uest  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pcftainiiv  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shaO  be  in  writing  with  the  letter  and  envelope 
clearly  marked  'Privacy  Access  Request'  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identificatioa,  Le.,  driver's  license, 
identification  card,  etc.  In^viduals  desiiiim  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Employee  official  personnel  file  and  in¬ 
dividual. 

ED— 2S 

System  ■erne:  ED  personnel  security  correspondence. 

Security  rlastifiration-  None. 

Sytiem  luentton; 

811  Vermont  Avenue,  N.W. 

Waslui«loa,  D.C.  20371 

Cutegoriri  of  huihrldnuli  covered  by  the  eysteus;  Present  Eximbank 
enng)loyees,  applicants  and  terminated  or  transferred  employees. 

Csteyttes  of  records  In  ths  system:  Letters  of  transmittal  to  CSC 
requesting  an  NAC  or  fuO  field  and  memorandum  lo  office  and/or 
division  heads  regarding  clearance.  Letters  of  transmittal  retunung 
ffle  to  CSC  or  othm  investigative  agencies. 

Antharity  lor  maintemmoe  of  ths  sjatem!  Exinihank  management 
practices. 

rics  of  aaars  and  the  pnrpems  of  anch  oscs:  By  officials  and  em¬ 
ployees  of  the  Eximbank  m  the  periennanoe  of  their  official  dmies 
and  by  officials  and  employees  of  other  departments  and  agencies 
in  the  perfonnonce  of  tli^  official  duties. 

BoHclm  and  psatlkm  far  akorhig*  retrieving,  aoeesshig,  ralainhig, 
and  dhporing  of  reoardi  be  the  sytenc 

SknregiT  file  folder.  ^ 

Ritrlsvatdmy  dmnologically. 

Safegaarte  catnbination  locked  security  cabinel  and  in  a  building 
that  has  a  PBS  guard. 

Riteatlnn  and  dhpoaal:  2-yeais,  destroyed  by  burniag. 

System  amnagnifri  end  adthaan 
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Vice  President— Administratioa 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20S71 

Nollllcnllon  praoednre: 

Vice  President — Adnunistration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  aoccss  procedures:  Same  as  Notification.  A  request  for  in- 
formation  as  to  udiether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  «haH  be  in  writing  with  the  letter  and  envelope 
clearly  marhed  ‘Privacy  Access  Request*  and  stat^  full  name  and 
address  of  individuaL  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptaMe  identification,  Le.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintninaH  in  the  System  should  direct  their  request  to 
the  Notification  listed  above. 

Reoard  aonrcc  categories:  Individual  and  various  personnel  forms. 

ED— 29 

^ratam  name:  EIB  perscmnel  summary. 

Security  rlaadWraHnn: 

Syalem  locathu: 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20S71 

Categorler  ef  individuals  covered  by  the  syatcm:  All  employees  of 
the  Eximbank  at  the  time  period  the  record  covers. 

Categories  of  records  hi  the  syatcm:  Name,  grade  and  division  of 
aO  em^yees  at  the  time  period  the  recmtls  were  kept 

Anthorhy  lor  maintenance  of  the  system:  Periodic  requests  from 
OMB,  Congress,  GAO,  etc.,  for  justifying  additional  personnel 
needs  and  productivity  studies  of  the  Bank. 

Routine  uses  of  records  nuintained  in  the  syatcm,  inchidfaig  catego¬ 
ries  of  naers  and  the  purposes  of  such  uses:  By  officials  and  em¬ 
ployees  of  the  Eximbank  in  the  performance  of  their  official  duties. 
By  OMB,  GAO  and  by  officials  and  employees  cd  other  depart¬ 
ments  and  agencies  in  t^  performance  of  their  (rfficial  duties. 

Policies  and  practioes  for  storing,  retrieving,  acceasing,  retaiaing, 
and  disposing  of  records  fas  the  sytem: 

Storage:  ^  folder. 

RetilevabOlty:  by  fiscal  year,  by  office. 

Sofegnards:  file  cabinets  in  area  accessed  to  authorized  personnel 
and  in  a  building  that  has  a  PBS  guard. 

!»**■■**«»■  and  disposal:  maintained  for  historical  data. 

Syalem  managrr(s)  ami  adthress: 

Senior  Vice  President  and  Treasurer  Contndler 
Budget  and  Audit  SectkHi 
81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

NadHcatlon  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Recard  access  procedures:  Same  as  Notification.  A  request  fw  in- 
focmation  as  to  udiether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  aU  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  ^at^  full  name  a^ 
address  of  individual.  For  persmial  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  Le.,  driver’s  license, 
identificBtioo  card,  etc.  In^viduals  desiring  to  contest  or  amend  in- 
formatioa  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Reoard  aonrcc  categories:  Various  payroD  records. 

EIB— 30 

Syalem  nanw:  EIB  position  description  file. 

Sacu^lly  ilaaeflli  alliai  None. 

Primary 

811  Vermont  Avenue,  N.W. 

Waslnngton,  D.C.  20S71 

Secondvy 

Various  divisions  within 
the  Eximbank 


Cntcncries  of  Individuals  covered  by  the  syatcm:  Individuals  who 
are  assigned  to  the  different  offices  a^  divisions  the  Exintoank. 

Categories  of  recorde  in  the  system:  Name,  grade,  title,  location, 
series  and  description  of  duties. 

Authority  for  matotemuMc  of  the  syatcm:  Civil  Service  Commis¬ 
sion. 

Routhw  uses  of  records  maintained  to  the  system,  torliiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  officials  and 
en^iloyees  of  the  Eximbank  in  the  performance  of  their  official  du¬ 
ties  arid  other  departments  and  agencies  in  the  performance  of  their 
(rfficial  duties. 

Policies  and  practices  for  stortog,  retrieving,  aoceaaing,  retatoing, 
and  ditpoaing  of  records  to- the  sytem: 

Storage:  binder  bocdcs. 

Rctiievabllity:  by  division  or  office. 

Safeguards:  locked  ffle  crMnet  and  in  a  building,  that  has  a  PBS 
guard 

Retention  and  disposal:  retained  indefinitely. 

Syatcm  managfr(a)  and  address: 

Vice  President — Administration 

Office  of  Personnel 

811  Vermont  Avenue,  N.W. 

Washir^lton,  D.C.  20S71 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearty  marked  ‘Privacy  Access  Request*  and  stating  full  name  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  shoukl  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Office  of  Personnel. 

EIB— 31 

System  name:  EIB  Referrals  for  Non-Career  Assignments. 

Security  rlsssiflcBlinii:  None. 

Syatcm  tocatton: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  Applications,  per¬ 
sonal  resumes  and  personnd  memoranda  on  individuals  requesting 
non-career  assignments. 

Categories  of  records  to  the  system:  Personal  resun^,  personnel 
memoranda  and  ^iplications. 

Authority  lor  maintenance  of  the  syatcm:  44  U.S.C.  3101. 

Routine  us»  of  records  maintained  to  the  system,  tocluding  catego¬ 
ries  of  users  and  the  purposes  of  such  nacs:  For  use  whenever  a 
vacancy  becomes  availaUe  to  be  filled  by  a  non-career  assignment. 
By  officials  and  employees  of  the  Eximbank  in  the  performance  of 
their  (rfHcial  duties.  By  representatives  of  the  Civil  Service  Com¬ 
mission,  White  House,  Congress  of  the  United  States  and  by  offi¬ 
cials  and  employees  of  other  components  ot  the  Federal  govern¬ 
ment  and  departments  and  agencies  in  the  perfocmance  of  their  of¬ 
ficial  duties. 

Policies  and  praetkes  for  stortog,  retrieving,  accessiag,  retaintog, 
and  (Hspostog  of  records  to  the  sytem: 

Storage:  file  folders. 

Rctriev ability:  alphabetical. 

Safeguards:  locked  file  cabinet  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  dispoaal:  one  year  from  date  of  receipt. 

Syatcm  managrrfs)  and  addkess: 

Senior  Vice  President — Research  and  Communicatiems 
81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Nortficatton  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 
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Wathington,  D.C.  20S71 

iUoard  aoccaa  proccduraa:  Same  as  Notification.  A  request  for  m- 
formatioo  as  to  wtietbcr  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  fuO  name  a^ 
address  of  individuaL  For  personal  visits  the  individual  should  be 
able  to  provide  some  accepteble  identification.  Le..  driver’s  license, 
identification  card,  etc.  In^viduab  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories;  IndividuaL 
ED— 32 

System  name:  EIB  retirement  record  cards. 

Security  classMIcalion;  None. 

System  location; 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Categorim  of  individuals  covered  by  the  system;  Record  main¬ 
tained  on  every  Eximbank  employee  paid  by  the  computer  system. 

Categories  of  records  hi  the  system;  Name,  date  of  birth,  social 
securi^  number  and  pay  rates  during  employment  by  the  Exim¬ 
bank.  Primary  record  is  cumulative  letucment  deductions. 

Authority  for  maintenance  ol  the  system;  Civil  Service  Commis¬ 
sion  requirement  of  aO  Federal  agencies. 

Routine  uses  of  records  maintained  in  the  system,  inchiding  catego¬ 
ries  of  users  and  the  purpoam  of  such  uses;  Up^t^  for  each  salary 
changes  and  yearly  total  of  retirement  deductions.  Original  sent  to 
CSC  when  employees  leave  Eximbank.  By  officials  and  employees 
of  the  Eximbank  in  the  performance  of  tteir  official  duties  and  by 
CSC  and  other  departnients  and  agencies  in  the  performance  of 
their  official  duties. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage;  steel  file  cabinet. 

Retiievability:  alphabetical. 

Safeguards;  steel  file  cabinet  with  combination  lock  and  in  a 
building  that  has  a  PBS  guard. 

Retention  and  disposal:  retained  until  the  emi^yee  leaves  the  Ex¬ 
imbank  either  by  tnuisfer  to  amother  agency,  retirement  or  resigna¬ 
tion. 

System  managerfs)  and  addrem: 

Senior  Vice  President  and  Treasurer  ControDer 

Payroll  Unit 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President— Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  ^571 

Record  access  procedures:  Same  as  Notification.  A  r^uest  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  full  name  and 
address  of  individuaL  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  Le..  driver's  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  SF-50  and  payroll  computer  printout 
ED— 33 

System  name:  ED  Savings  Bond  Authorization. 

Security  rlasslflratloo;  None. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washington.  D.C.  20571  v 

Categories  of  incttviduals  covered  by  the  system:  Employees  of  Ex¬ 
imbank  who  have  signed  up  to  purchase  bonds. 

Categories  of  records  in  the  system:  Application  for  the  purchase 
of  savings  bonds. 

Authority  for  malntenaace  of  the  system:  3  Treasury  FRM  1000, 
Fiscal  Service,  Bureau  of  Accounts  1192-101. 


Routine  oks  of  records  maintained  In  the  syilmi,  tacliidlng  calego- 
ricB  ol  uaers  and  the  porpoaca  ol  ouch  aaca:  For  ordering  bonds, 
changing  insoriptioa,  allotment  and  beneficiary.  Uaed  by  officials 
and  em^oyees  of  the  Exindnnk  in  the  performance  of  th^  official 
duties.  By  Treasury,  IRS,  CSC,  OAO,  Comptroller  Ocneral  and 
other  departments  and  agencies  in  the  pierfonnance  of  their  official 
duties. 

Polkies  and  praetkes  lor  atorkag,  retrievksg,  aoceariag,  retaining, 
and  dlspoalng  of  records  fas  the  qrtem: 

Storage:  file  cabinet 

RctrievahiUty:  according  to  bond  subscriber  number. 

Safegnards:  2-drawer  horizontal  file  cabinet  and  in  a  buikhng  that 
has  a  PBS  guard. 

Retention  and  dispoaal:  maintained  one  year  after  termination. 

System  numagerfs)  and  aiMrcm: 

Senior  Vice  President  and  Treasurer  Controller 
Payrcrfl  Unit 

81 1  Vermont  Avenue.  N.W. 

Washington.  D.C.  20571 

NotHlrarton  procedure:  * 

\fice  President — Administration 

811  Vermont  Avenue.  N.W.,  Room  1031 

Washington,  D.C.  20^1 

Record  access  procedures:  Same  as  Notification.  A  request  tor  in¬ 
formation  as  to  whether  a  Systems  of  Recmd  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request’  and  stating  full  name  and 
address  of  individuaL  For  personal  visits  the  individual  should  be 
abte  to  provide  some  acceptable  identification.  Le.,  driver’s  license, 
identification  card,  etc.  Indviduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Employee  comfdete  SF-1192. 

ElB-^34 

System  name:  ED  Savings  Bond  file. 

Security  climiiflcatlon:  None. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individiialB  covered  by  the  system:  Eximbank  present 
and  past  employees. 

Categories  of  records  in  the  system:  Employee  name,  amount  of 
bond^uid  bond  serial  number. 

Authority  for  maimcnancc  of  the  system:  Exindnnk  management 
practices. 

Routfaie  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  ueers  and  the  purposes  of  such  nacs:  Used  as  a  check  list  to 
distribute  bonds  to  employees.  By  officials  and  em|doyees  of  the 
Eximbank  in  the  performance  of  their  official  duties.  By  DS,  Trea¬ 
sury.  CSC,  GAO,  ComptroOer  General  and  other  departments  and 
agencies  in  the  performance  of  their  official  duties. 

Policies  and  practices  for  storing,  rctrievtaig,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  file  folder. 

Rctrievabllity:  by  pay  period. 

Safeguards:  file  cabinet  and  in  a  building  that  has  a  PBS  guard. 

Retention  and  disposal:  2-years  and  destroyed. 

System  manageits)  and  addrem: 

Senior  Vice  President  and  Treasurer  Controller 

Cash  Control  Unit 

81 1  Vermont  Avenue,  N.W. 

Washington.  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

81 1  Vermont  Aveiuie,  N.W.,  Room  1031 

Washington.  D.C.  20571 

Record  occem  proocdorcs:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  aO  requests  for  access  to  a  record 
from  the  system  shaQ  be  in  writing  with  the  Iriter  and  envelope 
clearly  marked  ‘Privacy  Access  Request’  and  stating  full  name  and 
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address  of  individual.  For  personal  visits  the  individual  should  be 
abk  to  provide  some  acceptable  identification,  Le.,  driver’s  license, 
identiflcation  card,  etc.  In^viduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  aiMve. 

Record  source  categories;  PayroD  Unit. 

EIB— 35 

System  Mane:  EIB  Tax  Exemption  Certificate. 

Secmity  Hasdliratioa:  None. 

System  locatka; 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

ratctoriri  of  individuals  covered  by  the  system:  Maintained  on 
each  present  and  past  employee  of  the  Eximbank.  ' 

Categories  of  records  in  the  system:  Name,  address,  social  securi¬ 
ty  number  and  the  number  of  withholding  exemptions  an  emfdoyee 
claims  on  his/her  taxes. 

Authority  for  intent  tnniirr  of  the  system:  IRS  r^julations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  when  a  new  em¬ 
ployee  enters  enqdoyment  or  when  a  indent  employee  wishes  to 
make  a  change.  By  officials  and  employees  of  the  Eximbank  in  the 
performance  of  their  official  duties.  By  CSC,  Treasury,  IRS,  GAO, 
state  governments  and  by  other  departments  and  agencies  in  the 
performance  of  their  offic^  duties. 

Psiictes  and  praetkm  for  storing,  retrieving,  accessing,  retaining, 
and  iHspoaing  of  records  in  the  qfem: 

Storage:  file  cabinet. 

Rctiievability:  a^diabetical. 

Safeguards:  single  drawer  ffle  and  in  a  building  that  has  a  PBS 
guard. 

Retention  and  disposal:  l-year  after  employee  transfers,  retires  or 
resigns. 

System  maaager(s)  and  address: 

Senior  Vice  President  and  Treasurer  Controller 

Payroll  Unit 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

NotMcation  procedure: 

Vice  President— Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  accem  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ’Privacy  Access  Request'  and  stating  full  name  and 
address  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  strnie  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintaiiw-rf  in  the  System  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Individual. 

EIB— 36 

System  name:  EIB  Time  aiKl  Attendance  card. 

Security  I  Imtefli  Bliiai  None. 

System  locntfou: 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  indhrlduals  covered  by  the  system:  All  Eximbank 
present  and  past  employees. 

Categories  of  records  in  the  system:  Number  of  hours  worked, 
Le.,  r^ular,  overtime,  compensatory  time,  holiday,  night  dif¬ 
ferential,  leave  taken,  aimual,  sick,  compensatory  time,  LWOP  and 
other. 

Authority  lor  maintrnanre  of  the  system:  GAO  Policy  and 
IVocedures  Manual  for  Guidance  of  Federal  Agencies,  Title  6. 

Routine  uses  of  records  mstntsinfd  in  the  system,  hxiudhig  catego- 
rtes  of  users  and  the  purpssei  of  such  uses:  Used  to  determine  pay- 
Bwnt  to  aD  Eximbaidt  anfdoyees  on  duty.  By  officials  and  em¬ 
ployees  of  the  Eximbank  in  the  perfornumce  of  tiieir  official  duties. 
By  CSC,  GAO,  Tremury,  Justice,  i^ent  of  an  employee  in  connec¬ 


tion  with  a  gtievaDce  arKi  by  other  departments  and  agencies  in  the 
perlormance  of  their  official  duties. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retainhig, 
and  disposing  of  records  in  the  sytam: 

Storage;  file  folder. 

Rctrievability:  alphabetical  by  division. 

Safeguards:  steel  file  cabinet  and  in  a  building  that  has  a  TOS 
guard. 

Retention  and  disposal:  5  years. 

System  managerts)  and  address: 

Senior  Vice  President  and  Treasurer  Controller 
PayroU  Unit 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Romn  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in- 
fcamation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  full  name  and 
address  cd  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card,  etc.  In^viduals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories:  Time  and  attendance  files. 

EIB— 37 

System  name:  EIB  Travel  Advance  Apidication. 

Security  classification:  None. 

System  location: 

811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  Eximbank  em¬ 
ployee  travelling  on  official  business  requesting  travel  advance. 

Categories  of  records  in  the  system:  Name,  agency,  bu¬ 
reau/division,  office,  authorization  number,  date,  address  to  where 
check  should  be  mailed,  signature  of  iqrplicant,  amount  applied  for, 
balance  due  on  previous  advance,  signature  of  approving  officer 
and  date,  appropriation  number  and  any  remarks. 

Authority  for  maintenance  of  the  system:  Title  7,  GAO  Manual 
1038-106. 

Routine  uses  of  records  maintaihed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Travelers  making  a 
request  for  an  advance.  By  officials  and  employees  of  the  Exim¬ 
bank  in  the  performance  of  their  official  duties.  By  GAO,  Comp¬ 
troller  General,  Attorney  General,  Treasury  and  by  officials  and 
etiqdoyees  of  other  departments  and  agerKies  in  the  performance  of 
their  official  duties. 

Policies  and  practices  for  storfaig,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  cards. 

Rctrievability:  alphabetical. 

Safeguards:  file  box  and  in  a  building  that  has  a  PBS  guard. 

Retention  asul  disposal:  4  years. 

System  managerfs)  asid  adtkess: 

Senior  Vice  President  and  Treasurer  Coo'JoOer 
Travel  and  Administrative  Expettse  Unit 
811  Vermcmt  Avenue,  N.w. 

Waahii«ton,  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.c.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  wh^her  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  aO  requests  for  access  to  a  record 
from  the  system  shaO  be  in  writirtg  with  the  letter  and  envriope 
clearly  mtuked  ‘Privacy  Access  Request*  and  stating  fid  name  and 
address  of  individual.  For  personal  visits  the  itaMvidual  should  be 
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able  to  provide  some  acceptable  identificatioa,  Le.,  diiver’a  Ucense, 
identification  caido  etc.  Individuals  desiring  to  contest  or  annend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories;  Individual. 

EIB— 38 

System  name:  EIB  Travel  ledger. 

Security  clamiflcatlon:  None. 

System  location: 

81 1  Vermont  Avenue,  N.W. 

Washington.  D.C.  20571 

Categories  of  individuals  covered  by  the  system:  Persons  travelling 
on  ofricial  business  for  the  Eximbank. 

Categories  of  records  fea  the  system:  Travelers  name,  travel  order 
number,  place  travelling  to,  voucher  number,  accurals  of  expenses, 
payments  broken  into  2  parts  (P.  D.  and  carrier),  and  the  batence  ctf 
accurals  for  particular  trip. 

Authority  for  maintenance  of  the  system:  Eximbank  management 
practices. 

Routine  uses  of  records  maintained  in  the  system,  faKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  control  account^  of 
travel  expenses.  By  officials  and  employees  of  the  Eximbemk  in  the 
performance  of  their  official  duties  and  by  OAO,  and  other  depart¬ 
ments  and  agencies  in  the  performance  of  tlwir  c^knal  duties. 

Policies  and  practices  for  storing,  retrieviiig,  aooeaafaig,  retainiiig, 
and  disposing  of  records  in  the  sytem: 

Storage:  ledger. 

RetrievabilHy:  period  basis. 

Safeguards:  cabinet  and  in  a  buflding  that  has  a  PBS  guard. 

Retention  and  disposal:  until  audited. 

System  maiuiger(s)  and  addrem: 

Senior  Vice  President  and  Treasurer  Controller 
Travel  and  Admiiristrative  Expense  Unit 
811  Vermont  Avenue,  N.W. 

Washington.  D.C.  20571 

Notification  procedure: 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  all  requests  for  access  to  a  reemd 
from  the  system  shall  be  in  writing  with  the  letter  and  envelope 
clearly  marked  ‘Privacy  Access  Request*  and  stating  full  trame  and 
address  of  individual.  For  personal  visits  the  individual  should  be 
able  to  provide  some  acceptable  identification,  i.e.,  driver’s  license, 
identification  card.  etc.  Individuals  desiring  to  contest  or  amend  in¬ 


formation  maintaiuBd  in  the  system  should  direct  their'request  to 
the  Notificatkm  listed  above. 

Record  som«  rairgnrira:  Disbursement  vouchers  and  relried 
travd  forms. 

EIB— 39 

System  name:  EIB  visa  request  fQe. 

Security  rlmsjfiratinii  None. 

System  localioa: 

81 1  Vermont  Avenue,  N.W. 

Washington,  D.C.  2(1^1 

Categories  of  intflviduals  covered  by  the  system:  Eximbank  em¬ 
ployees  who  travel  on  official  business  and  go  to  countries  that 
require  a  visa  to  be  applied  to  their  Official  Passport. 

Categorise  of  records  la  the  system:  Name,  title,  passport  number 
and  approximate  dates  of  travel. 

Authority  for  maintensnee  of  the  qfstem:  State  Department  and 
r^ulations  of  foreign  countries. 

Routhw  uses  of  records  mafntahird  he  the  system,  inciudfaig  catego¬ 
ries  of  users  sad  the  purposes  of  such  uses;  Used  by  officials  and 
employees  of  the  Eximbank  in  the  performance  of  their  official  du¬ 
ties  and  by  State  Department,  embmsies  and  by  other  departments 
and  agencies  in  the  pi^mmance  of  their  official  duties. 

Policies  and  practioes  for  storing,  retrievhig,  accessing,  retafayng, 
snd  dteposhig  of  records  in  the  sytem: 

Stor^:  file  binder. 

RctrievaUlity:  chromdogical. 

Safeguards:  2-drawer  unlocked  cabinet  and  in  a  building  that  has 
a  PBS  guard. 

Retention  and  disposal:  indefinitely. 

System  nuauiger(s)  and  adthem: 

Vice  President — Administration 
811  Vermont  Avenue,  N.W. 

Washington,  D.C.  20^1 

Notification  procedure:  ~ 

Vice  President — Administration 

811  Vermont  Avenue,  N.W.,  Room  1031 

Washington,  D.C.  20571 

Record  access  procedures:  Same  as  Notification.  A  request  for  in¬ 
formation  as  to  whether  a  Systems  of  Record  contains  a  record 
pertaining  to  an  individual  and  ah  requests  for  access  to  a  record 
from  the  system  shall  be  in  writing  with  the  letter  and  envelop 
clearly  marked  ‘Privacy  Access  Request*  and  stating  full  name  and 
address  individual.  For  personal  visits  the  individual  should  be 
aUe  to  provide  some  acceptable  identification,  Le.,  driver’s  license, 
identification  card.  etc.  Individuals  desiring  to  contest  or  amend  in¬ 
formation  maintained  in  the  system  should  direct  their  request  to 
the  Notification  listed  above. 

Record  source  categories;  Individual. 
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OFFICE  OF  THE  SPECIAL 
REPRESENTATIVE  FOR  TRADE 
NEGOTIATIONS 

NOTICES  OF  SYSTEMS  OF  RECORDS  PURSUANT 
TO  THE  PRIVACY  ACT  OF  1974 

U.S.C.  552(a) 

Pursuant  to  section  303  subsection  (eH4)  of  the  Privacy  Act  of 

1974,  5  U.S.C.  552(a)(e)(4),  the  Office  of  the  Special  Representa¬ 
tive  for  Trade  Negotiations  is  required  to  publisb  notices  of  systems 
of  records  for  all  systems  of  records  on  identifiable  individuals  con¬ 
tained  by  the  Office  of  the  STR.  Accordingly  the  Office  of  the  STR 
has  identified  as  systems  of  records  on  individuals: 

1 .  Applicants  for  employment 

2.  Correspondence 

3.  General  Financial  Records 

4.  Payroll  Records 

All  other  systems  of  records  on  identifiable  individuals  maintained 
by  the  STR  are  covered  by  the  notices  for  government-wide  system 
of  records  to  be  published  by  the  Civil  Service  Commission,  and  by  . 
the  notices  for  personnel  systems  of  records  to  be  published  by  the 
Department  of  State  before  August  27,  1975. 

requisite  notices  for  the  four  STR  systems  are  set  forth 

below: 

PUBLIC  COMMENT  ON  ‘TIOUTINE  USES” 

Written  comments  concerning  the  “routine  uses”  sections  of  the 
above  four  STR  systems  of  records  notices  are  invited  from  inter¬ 
ested  persons  pursuant  to  5  U.S.C.  552(aKeKI  D-  Comments  may  be 
presented  in  writing  to  the  Office  of  the  Special  Representative  for 
Trade  Negotiations,  Office  of  the  General  Counsel,  1800  G  Street, 
N.W.,  Washington,  D.C.  20506.  All  comments  received  not  later 
than  September  22,  1975  will  be  considered. 

Whereas  the  systems  of  record  notices  are  effective  as  of  the  date  of 
this  publication  for  the  purposes  of  5  U.S.C  552(a)(e)(4),  the  “routine 
use”  section  of  such  notices  will  become  effective  on  September  27, 

1975,  the  effective  date  of  the  Privacy  Act,  5  U.S.C.  552(a),  to  give 
the  public  time  to  comment  on  the  “routine  uses”  and  to  give  the 
STR  time  in  which  to  incorporate  the  pubHc’s  suggestions.  If  the  sys¬ 
tems  of  record  notices  are  adopted  without  change  to  the  “routine 
uses”  sections,  the  STR  will  publish  a  brief  notice  on  September  27, 
1975  stating  that  the  systems  of  records  declared  in  this  notice  are 
being  adopted  without  change.  Where  significant  changes  and 
systems  of  records  noticdli  are  made  as  a  result  of  comment  on  the 
“routine  uses”  sections  thereof,  the  STR  will  publish  a  notice  of 
those  systems  of  records  on  September  27,  1975  incorporating 
any  such  changes. 

Frederick  B.  Dent 

Special  Representative  for  Trade  Negodatioos 
EOP/STR-1 

Syslaai - AppheanU  for  Employment  STR 

Calegorfci  of  tadivklBab  covered  by  the  ayfeme  Individuals  who 
have  inquired  about  employment  and  have  given  resume's  or  com¬ 
parable  data  to  the  Office  in  the  past  12  months. 

ratrgerWi  of  records  hi  the  system:  Correspondence,  resume’s 
references,  and  similar  informatioa. 

AnChorlty  for  malaecaancc  of  the  sjslem:  P.L.  93-618  88  Stat 
1978,  19  U.S.C.  2171 

RonthM  naes  of  records  maintahBed  in  the  qrstem,  inrlnrllng  catego- 
riss  of  snsrs  and  the  pnrpoeea  of  sneh  naea:  On  a  need  to  know  basis 
by  agency  officials,  to  have  available  naaoes  and  resume’s  of  in¬ 
dividuals  who  have  applied  for  jobs  for  possible  consideration  if 
employment  opportunities  arise. 

f  The  information  contained  in  this  sy*tem  of  records  will  be  dis¬ 
closed  to  the  Office  of  Management  a^  Budget  in  connection  with 
the  review  of  private  relief  l^islation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  the  l^islative  coordination  and  clearance 
process  as  set  forth  in  that  Circular. 


Miefcs  asMi  prartiem  lor  stnrhig,  rstrirvhig,  accessfag.  rstahdhg, 
and  iHvpnshig  of  records  hi  the  sytam: 

Storage:  In  files,  on  paper,  alphabetically  or  in  the  case  of  appli¬ 
cants  for  attorney  positions,  filed  under  a  single  heading. 
RetilevahiMty:  ManuaOy  by  name 

Ssir guards:  Kept  in  metal  file  cabinets  under  combination  lock, 
released  to  ageiKy  officials  upon  need  to  know  basis. 

Retention  and  dl^ioaBl:  for  one  yew  then  destroyed. 

System  namagerfs)  and  address:  Administrative  Officer,  Office  of 
the  Special  R^iesentative  for  Trade  Negotiatioos,  1800  G  St, 
N.W.,  Washii«ton,  D.C.,  20506,  Room  729 
NutIBcntion  procedure:  Contact  system  manager  noted  above 
Record  access  procedures:  See  STR  access  rqvdations  in  XV 
C.F.R.  2005 

Contesihig  record  procedures;  See  STR  access  regulations  in  XV 
C.F.R.  2005 

Record  source  categories:  From  the  individuab  named. 

BOr/STRr2 

System  aanee:  Conespondence  File  SIR 

System  location:  Office  of  the  Special  Representative  for  Trade 
Negotiations,  1800  G  Street,  N.W.,  Washington,  D.C..  20506,  Room 
729,  Room  719 

Catego^a  of  Individuab  covered  by  the  systeas:  Individuab  who 
have  written  directly  to  the  Special  Representative  for  Trade 
Negotiations  on  non-substantive  issues  and  all  members  of  Con¬ 
gress  \idio  have  written  to  the  Office  of  the  STR. 

Categories  of  records  in  the  system:  Correspondence 
Authority  lor  mateiaHnoe  of  the  system:  P.L.  618,  88  Stat.  1978, 
19  U.S.C.  2171 

Routine  uses  of  records  mohdained  hi  the  system,  inclodiag  catego- 
ries  of  users  and  the  purpooes  of  such  uses:  On  a  need  to  know  ba^s 
by  agency  officials,  to  be  able  to  retrieve  certain  correspondence 
for  ordinary  and  us:^  performance  of  their  duties. 

The  information  contained  in  thb  system  of  records  will  be  dis¬ 
closed  to  the  Office  of  Management  a^  Budget  in  connection  with 
the  review  of  private  relief  legisbtion  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  legisbtive  coordination  and  clearance 
process  as  set  forth  in  that  Circular. 

Palictes  and  practices  lor  storing,  retrieving,  aocesshig,  retaining, 
and  dhposing  of  reenrds  in  the  sytem: 

Storage;  Filed  on  paper,  a^ihabetically 
Retrievability:  Manually  by  name 

‘Talrgaarth  Filed  in  metal  cabinets  under  combination  lock, 
released  to  agency  official  on  need  to  know  basb. 

Retention  and  dbpoaal:  Congressional  files  hdd  for  five  years 
then  destroyed  or  transferred  to  subject  ffle,  others  for  two  years 
and  then  destroyed  or  transferred  to  subject  file. 

System  asanagerfs)  and  adthaas:  Adminbtrative  Officer,  Office  of 
the  STR,  Executive  Sec.  to  the  STR,  Office  the  STR,  1800  G 
St,  N.W.,  Washington.  D.C.  20506 
Notification  procedure;  Contact  system  manager  noted  above. 
Record  access  procedures:  See  STR  access  regubtions  m  XV 
C.F.R.  2005 

Contesting  record  procedures: -See  STR  access  regubtions  in  XV 
C.F.R.  2005 

Record  source  categories:  Ftom  individual  named 
BOP/STR-3 

System  nanse:  Correspondence  Rb  STR 
System  location;  General  Services  Adminbtration,  Centnd  Office; 
copies  of  some  records  held  by  the  STR.  (GSA  holds  records  for 
STO  under  contract) 

Categoetes  of  huRvIdnab  covered  by  the  system:  STR  employees. 
Cstegsries  of  records  b  the  syatessu  SF  1038,  Application  and  ac¬ 
count  for  advance  of  funds;  vendor  register  and  vendor  payment 
tape. 

Antharity  lor  snahstenance  el  the  system:  31  U.S.C.,  generally; 
P.L.  93-618  88  Stat  1978,  19  U.S.C  2171 
Routine  uam  ol  records  maintained  b  the  systsm,  bchad^  rtesgs 
sbs  af  users  asul  the  puspoam  at  such  uses:  Information  b  used  by 
accounting  technicians  to  maintein  adequate  financial  information 
and  by  other  officers  and  em|doyees  of  GSA  asid  the  STR  who 
have  a  need  for  the  record  in  the  performance  of  their  duties. 
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Rdevant  records  in  the  system  of  records  may  be  referred,  as  a 
routine  use,  to  the  appropriate  agency,  >Aikether  federal,  state,  local 
or  foreign,  charged  with  the  responsibility  of  investigating  or 
prosecuting  vk^tions  or  potential  violations  of  law  or  charged  with 
enforcing  or  implementing  the  statute,  or  rule,  r^ulation  or  order 
issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  as  a' 
“routine  use”  to  a  fedend,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  coimection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investigator,  arbitrator  of  other  duly 
authorized  official  engaged  in  investigation  or  settlement  cm*  a 
grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Coctunission  in  accordance  with  the  agerKy’s  respon¬ 
sibility  for  evaluation  and  oversight  of  federal  persoruiel  manage¬ 
ment.  < 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  federal  agency  for  purposes  of  audit. 

The  information  contained  in  this  system  of  records  will  be  dis¬ 
closed  to  the  Office  of  Management  and  Budget  in  connection  with 
the  review  of  private  relief  legislation  as  set  forth  in  OMB  Circular 
No.  At19  at  any  stage  of  the  legislative  coordination  and  clearaiwe 
process  as  set  forth  in  that  Circular. 

Records  also  arc  released  to  GAO  audits;  to  the  IRS  for  in¬ 
vestigation;  and  to  private  attorneys,  pursuant  to  a  power  of  attor¬ 
ney. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytcsn: 

Storage:  Paper  and  tape. 

RetrievabilHy:  Manual  and  automated  by  name. 

Safeguards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  nuuuigerfs)  and  address:  Administrative  Officer,  Office  of 
the  Special  Representative  for  Trade  Negotiations,  1800  G  St., 
N.W.,  Washington,  D.C.  20506,  Room  709. 

Notification  procedure:  Contact  system  manager  noted  above. 

Record  access  procedures:  See  STR  access  regulations  in  XV 
C.F.R.  2005. 

Contesting  record  procedures:  See  STR  access  r^ulations  in  XV 
C.F.R.  2005. 

Record  source  categories:  The  subject  individual;  the  STR. 

ECM>/STR-4 

System  name:  Payre^  records  STR 

Categories  of  individuals  covered  by  the  system:  Past  and  present 
STR  employees 

System  location:  General  Services  Administration,  Region  3  Of¬ 
fice;  ct^ies  of  some  records  held  by  the  STR  (GSA  holds  records 
for  STR  under  contract). 

Categories  of  records  in  the  system:  Varied  payrcdl  records,  in¬ 


cluding,  among  other  documents,  time  and  attendance  cards;  pay¬ 
ment  vouchers;  comprehensive  listing  of  employees;  health  benefits 
records;  requests  for  deductions;  tax  fmms;  W2  forms;  overtime 
requests;  leave  data;  retirement  records. 

Authority  for  maintaumce  of  the  system:  31  U.S.C.,  generally, 
P.L.  93-618  88  Stot.  1978,  19  U.S.C.  2171 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
ries  of  users  and  the  purposes  of  such  uam:  Records  are  used  by 
STR  and  GSA  emidoyees  to  maintain  adequate  payixdl  information 
for  STR  employees  and  otherwise  by  STR  and  GSA  employees 
who  have  a  need  for  the  record  in  the  performance  of  their  duties. 

Relevant  records  in  the  system  of  records  may  be  referred,  as  a 
routine  use,  to  the  appropriate  agency,  whether  federal,  state,  local 
or  foreign,  charged  with  the  responsibility  of  investigating  or 
prosecuting  violations  of  law  or  chaiged  with  enforcing  or  imple¬ 
menting  the  statute,  or  rule,  regulation  or  order  issu^  pursuant 
thereto. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use"  to  a  fedeiid,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  othn  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license  grant  or  other 
benefit 

A  record  from  this  system  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  aitd  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investi^tor,  arbitrator  of  other  duly 
authorized  official  engaged  in  investigation  or  settlement  or  a 
grievance,  complaint,  or  ai^real  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Commission  in  accordance  with  the  agency’s  respon¬ 
sibility  for  evaluation  and  oversi^t  of  federal  personnel  manage¬ 
ment. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  federal  agerKy  for  purposes  of  audit. 

The  information  contained  in  this  system  of  records  will  be  dis¬ 
closed  to  the  Office  of  Management  and  Budget  in  connection  with 
the  review  of  private  relief  Imslation  as  set  forth  in  OMB  Circular 
No.  A-19  at  any  stage  of  the  l^slative  coordination  and  clearatKe 
process  as  set  forth  in  that  CTircular. 

Records  also  "are  released  to  GAO  for  audits;  to  the  Internal 
Revenue  Service  for  investigation;  and  to  private  attorneys,  pur¬ 
suant  to  a  power  of  attorney. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper  and  microfilm. 

RetrievaMlity:  Social  Security  Number 

Safeguards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manageits)  and  adthras:  Administrative  CXficer,  Office  of 
the  Special  Representative  for  Trade  Negotiations,  1800  G  St., 
N.W.,  Washington,  D.C.  20506,  Room  729. 

Notification  procedure:  Contact  System  marrager  listed  above. 

Record  access  procedures:  Refer  to  STR  access  r^ulations,  XV 
C.F.R.  2005. 

Contesting  record  procedures:  Refer  to  STR  access  regulations, 
XV  C.F.R.  2005. 

Record  source  categories:  The  subject  individual;  the  STR. 
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AMERICAN  BATTLE  MONUMENTS 
COMMISSION 
PRIVACY  ACT  OF  1974 
Proposed  Notice  of  Systems  of  Records 

The  Privacy  Act  of  1974  (Pub.  L.  93—379;  88  StaL  1896.  S  USC 
S52a)  requires  each  Federal  agency  to  inventory  hs  Systems  of 
Records  and  list  routine  uses  for  th^  systems. 

Interested  persons  are  invited  to  submit  written  comments,  sug¬ 
gestions  or  objections  regarding  these  systems  and  routine  uses  to 
the  Director  of  Persoiuiel  and  Administratioo.  American  Battle 
Monuments  Commission.  4C014  Forrestal  Building.  1(XX)  Indepen¬ 
dence  Avenue.  SW,  Washington.  DC  20314.  AH  r^vant  material 
received  before  1973.  will  be  considered.  AH  written  ccHiunents 
received  wiU  be  avHable  for  public  inspection  at  the  above  address 
only  between  the  hours  of  8:00  a.m.  to  3:30  p.m.  Monday  throu^ 
Fri^y  (except  holidays)  during  the  mentioned  period. 

Notice  is  given  that  it  is  proposed  to  make  these  systems  of 
records  effective  September  27.  1973.  the  effective  date  of  Pub.  L. 
93—379. 

A  J.  Adams 
Major  Geaeral,  USA 

Secretary 

ABMC-1 

System  name:  Official  Personnel  Records-ABMC 

System  location;  American  Battle  Monuments  Commission.  4G014 
Forrestal  Building,  1000  IndependerKC  Ave.,  SW,  Washington,  DC 
20314. 

Categories  of  fndlvldaals  covered  by  the  eyalem:  ABMC  Civil  Ser¬ 
vice  Employees 

Categories  of  records  In  the  system:  Official  Persormel  Finders 

Authority  for  matntenanrr  of  the  system:  Federal  Pers<Hinel 
Manual.  USCSC,  C3iapter  293 

Routine  uses  of  records  nmintrined  In  the  system,  Inchidhig  catego¬ 
ries  of  users  and  the  pnrpooes  of  such  uses:  In  house.  Records  are 
released  to  USCSC  for  audits;  see  appendix. 

Storage:  Paper 

Rctrievability:  Manual-By  name  and  Social  Security  Number 

Safeguards:  Stored  in  locked  metal  file  containers  in  guarded 
building;  released  only  to  authmized  persormel. 

Retention  and  dbposal:  Retained  while  individual  employed  by 
Commission;  transferred  to  new  agency  if  employee  leaves  Com¬ 
mission  for  reemployment  with  anot^  ageiKy;  transferred  to  , 
Federal  Records  Center,  St  Louis,  Missouri.  30  days  after  in¬ 
dividual  is  separated  from  govenunent  service  or  retires. 

System  managsr(s)  and  adrhnss; 

Director,  Personnel  uid  Administration 
Amerkan  Battle  Monuments  Commission 
4C014  Forrestal  Building 
1000  Independence  Avemie,  SW 
Washington,  DC  20314 

MiitHhatlim  procadme;  Contact  individual  listed  above  or  Officer- 
in-Chatge  of  Held  office  appropriate  to  individuab*  area  of  employ- 
ment 

Raeard  aeeam  prueeilnret;  ABMC  access  procedures  are  con¬ 
tained  in  407.3 

Centesthig  raeard  pmcsdurm'  Contesting  ftoceduics  are  con¬ 
tained  in  407.9 

Raeard  mures  catcgasles:  The  subject  individual;  the  American 
Battle  Monuments  Commission. 

ABMC-2 

System  name:  General  Financiai  Records-ABMC 

System  lacatiim;  American  Battle  Monuments  Cnmmwsion.  4C014 
Forrestal  Buildiag.  1000  Independence  Ave..  SW.  Washington.  DC 
20314. 

Categsriee  al  MMdnali  cnveied  by  the  t)Blfmi  tut  and  present 
ABMC  employees 


Cstegorles  of  records  hi  the  sy  stem:  Varied  payroH  records,  in- 
chiding,  among  other  documents,  time  and  attendance  emds;  pay¬ 
ment  vouchers;  tiavd  voudiers;  official  travel  authorizatioos;  com- 
prehensive  listing  of  employees;  health  benefits  records;  requests 
for  deductions;  tax  forms;  W2  forms;  overtime  requests;  leave 
data;  retirement  records.  Records  are  used  by  the  ABMC  em¬ 
ployees  to  maintain  adequate  payroH  mformation  for  ABMC  em¬ 
ployees  and  otherwise  by  the  ABMC  employees  who  have  a  need 
for  the  records  in  the  performance  of  their  duties. 

Authority  lor  maiafcnancc  of  the  lystem;  31  USC  generally  and 
P»d>.  L.  91-173 

Rmstiae  uam  of  reoardh  mahstalned  hi  the  lystun,  Inflndliig  cale^ 
rim  of  umrs  and  the  purposes  of  such  urns:  In  house;  see  appendix. 
Records  also  are  released  to  OAO  for  audits  and  to  the  Internal 
Revemie  Service  for  investigation. 

Storage;  Paper 

Rctrievability;  Manual.  Identifier-By  name  and  Social  Security 
Number 

Sairgnsrdi:  Stored  in  metal  file  containers  in  guarded  building; 
released  only  to  authorized  personnel. 

Rctfutlon  and  dbposal:  Disposition  of  records  shaH  be  in  ac- 
coidance  with  HB  OSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  mBBsgtr(s)  and  adrhess: 

Chief,  Accounting  Division 

Operations  and  Finance 

American  Battle  Monuments  Commission 

4G014  Forrestal  Building 

1000  Indqwndence  Avenue,  SW 

Washington.  DC  20314 

Notmcntlon  procedure:  Contact  individual  listed  above,  or 
Director.  Operations  and  Riumce.  American  Battle  Momiments 
Commission,  4C014  Forrestal  Buildtog.  Washington,  DC  20314. 

Record  aceem  procedures:  ABMC  access  procedures  are  con¬ 
tained  in  407.3 

CouSesthig  record  procedures:  Contesting  Record  Procedures  are 
contained  in  407.9 

Record  source  categories:  The  subject  individual;  the  American 
Battle  Momiments  Commission. 

ABMC-3 

Syatem  name:  Informal  Personnd  Rles-ABMC 

System  location:  American  Battle  Monuments  Commission.  4C014 
Forrestal  Building,  KKX)  Independence  Ave.,  SW,  Washington,  DC 
20314. 

Categories  of  IndlvldunlB  covered  by  the  syatem:  Members  of  the 
Commnsion  and  Employees 

Categories  of  recards  In  the  system:  General  personnel  information 
including  position  descriptions,  trsining  records,  performance  ap¬ 
praisals,  security  clearances,  employmeiit  hbtory,  home  address,  ti¬ 
tles,  date  of  birth,  grade  and  salary,  age,  sodbl  security  num^, 
home  telephone  number,  resume,  letters  of  recommendation,  per¬ 
sonal  qualifications  statement  or  recommendation  for  performance 
recognition. 

Authority  far  andhtnmnoeat  the  ayatsm:  44  USC  3101 

Ronthse  asm  of  racer*  mofatainod  In  the  system,  hadudhig  catagn- 
rfas  of  naan  and  the  purpaam  af  anch  uaaa:  In  house;  see  appendix. 

Starage:  ^bper 

Rati  h  I  aldRty ;  ManuaL  Identifier-Name 

Safcgaarda:  FBed  in  locked,  steal  cabinets;  records  available  to 
authoriced  persons  only. 

Ratanlfan  and  dfapaaal:  Destroyed  after  three  years  of  inactivity 

Director,  Personnel  and  Administration 
American  Battle  Monuments  rn— 

40014  ForreetM  Buildii« 

KXn  fndrpendenee  Avenue.  SW 
Waalw«ton.  DC  20314 

Nutih  atlan  praeadare:  Contact  indvidual  listed  rixive 

Raeard  aceem  procedarmt  ABMC  accem  procedures  are  con¬ 
tained  in  4073  Rules  Safeguarding  Personal  Information  in  ABMC 
records. 

Cantoathig  record  precedaram  Contesting  Record  Procedures  are 
ooofained  in  407.9 
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AMERICAN  BATTIE  MONUMENTS  COMMISSION 


Record  aonroe  cotegcriwT  Individual  himself;  education  institu¬ 
tions;  previous  employers;  letters  of  recommendaticKis  named  by 
individual  himsdf. 

ABMC-4 

System  name:  Conflict  of  Interest  FQes-ABMC 

System  location:  American  Battle  Monuments  Commission,  40014 
Foirestal  Buddmg,  1000  Independence  Ave.,  SW.  Washington,  DC 
20314. 

Catcgoth.1  of  hnlivlrtnsli  covered  hy  the  qratem:  ABMC  Em-' 
ployees 

Categories  of  records  in  the  system:  Tide:  ‘Confidential  Report  of 
Employment  and  Financial  Interests*  required  of  certain  em^yees 
conisin;  a  statement  of  the  financial  interests  of  the  employee  and 
the  members  of  his  immediate  family  and  the  eaaployment  of  the 
immediate  family  or  any  other  employment  by  the  ABMC  em-  - 
ployec. 

Anthority  lor  maialenancc  of  the  system:  44  USC  3101 

Rovtine  uses  of  records  asaintained  hs  the  syateai,  hmlndhig  catego¬ 
ries  of  aaers  and  the  porpooes  of  such  uses:  In  house;  see  appendix. 

Storage:  Paper 

Retrievability:  Manual.  Identifier-Name 

Safeguards:  Filed  in  locked,  steel  cabinets;  records  available  to 
authorized  persons  only. 

Retention  and  dhposal:  Destroyed  after  two  years  of  inactivity 

System  mansgrr(s)  and  address: 

Director,  Personnel  and  Administration 
American  Battle  Monuments  Conumssion 
4C(H4  Forrestal  Building 
1000  Independence  Avenue,  SW 
Washington,  DC  20314 

Notification  procedsae:  Contact  individual  listed  above 

Record  accem  procednres;  ABMC  access  procedures  are  con¬ 
tained  in  407.3  Rules  Safeguarding  Personal  Information  in  ABMC 
records. 


Conteating  record  procedures:  Contesting  Record  lYocedurcs  are 
contained  in  407.9 

Record  source  categories:  Individual  himself  and  people  named  by 
individual  to  siqiply  information.  APPENDIX  ‘Routine  Uses*  1.  In 
the  event  that  a  system  of  records  maintained  by  this  agency  to 
carry  out  its  functions  indicates  a  violation  or  potential  violation  of 
law,  udiether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  or  reewds  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  federal,  state,  local  or  fixeign,  charged 
with  the  responsibility  of  investigating  or  prosecuting  su(^  violauon 
or  charged  with  enforcing  or  implementing  the  statuteor  rule,  regu¬ 
lation  or  order  issued  pursuant  thereto.  2.  A  record  from  this 
system  ot  records  may  be  disclosed  as  a  ‘routine  use*  to  a  federal 
state  or  local  agency  maintaining  civfl,  criminal  or  other  relevant 
enforcement  information  <»-  other  pertinent  information,  such  as 
current  licenses,  if  necessary  to  obtain  information  relevant  to  an 
ageiKy  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  the  letting  of  a  contract  or  the 
issuance  of  a  license,  grant  or  other  benefit.  3.  A  record  from  this 
system  of  records  may  be  dis<dosed  to  a  federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  the  issuance  of  a  security  clearance,  the  reporting  of 
an  investigate  of  an  employee,  the  lettiim  tA  a  contract,  or  the  is¬ 
suance  ot  a  hcense,  grantor  or  other  benem  by  the  requesting  agen¬ 
cy,  to  the  extent  that  the  information  is  relevant  aiKl  necqssary  to 
the  requesting  agency's  decision  in  the  matter.  4.  A  record  from 
this  system  of  records  may  be  disclosed  to  an  authorized  appeal 
grievance  examiner,  formal  complaints  examiner,  equal  employ¬ 
ment  opportunity  investigator,  arbitrator  or  other  duly  authcMized 
official  engaged  in  investigation  or  settlement  cd  a  grievance,  com¬ 
plaint  or  appeal  filed  by  an  employee.  A  record  from  this  system  of 
records  may  be  disclo^  to  the  United  States  Gvil  Service  Com¬ 
mission  in  accordance  with  the  agency’s  responsibility  for  evalua¬ 
tion  and  oversight  of  federal  personnel  management.  5.  A  record 
frcMn  this  system  of  records  may  be  disclosed  to  officers  and  em¬ 
ployees  of  a  federal  ageiKy  for  purposes  of  audit. 
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EQUAL  EMPLOYMENT  OPPORTUNITY 
COMMISSION 

IMPLEMENTATION  OF  PRIVACY  ACT  OF  1974 
Systems  of  Records  and  Notice  of  Proposed  Routine 
Uses  Thereof 


The  systems  of  records  of  the  Equal  Emfdoyinent  Opportunity 
Commission,  listed  below,  are  hereby  notice  in  accortlance  with 
requirements  of  5  U.S.C.  S52a(eK4)  (Ftivacy  Act  of  1974,  Pub.  L. 
93—579,  88  Stot  1896): 

1.  Affirmative  Action  Plan  Employee  Data 

2.  Attorney  Referral  List 

3.  Charie  of  Discrimination  Case  Files 

4.  Commissioners*  Biographical  File 

5.  Correspondence  and  Congressional  Inquiries 

6.  Employee  Alcoholism  and  Drug  Abuse  Records 

7.  Employee  Pay  and  Leave  Records 

8.  Employee  Travel  Records 

9.  Labor-Management  Negotiated  Agreements 

10.  Vohintary'Programs  Skills  Bank 

Pursuant  to  S  U.S.C.  SS2a(eKll),  the  routine  uses  of  each  of 
these  named  systems  of  records  are  hereby  set  out  for  public  com¬ 
ment  Conunents  should  be  submitted  to  the  Equal  Employment 
Opportunity  Commission,  Office  ot  the  General  Counsel,  at  2401  E 
Street,  N.W.,  Washington,  D.C.  20506,  Attention:  L^al  Counsel 
Division,  within  30  days  after  publication  of  this  notice. 

Signed  this  I9th  day  of  August,  1975. 

UweU  W.  Perry, 

ChairmaiL 


EEOC*l 

System  name:  Affirmative  Action  Flan  Employee  Data — EEOC 

System  locatloa:  Equal  Employment  Opportunity  Commission 
Dallas  regional  office  (see  appendix). 

Categories  of  individuals  covered  by  the  system:  Employees  of 
private  employers  and  of  state  and  local  governments  within  the 
Dallas  region. 

Categories  of  records  In  the  system:  Includes  employee’s  name, 
social  security  number  or  job  C(^,  job  classification,  rate  erf  pay, 
date  of  entry  on  duty,  date  of  entry  into  present  job  class,  ethnic 
group  and  sex. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  2000e-4(g);  44 
U.S.C.  396(a). 

Rootlnc  uses  of  records  maintained  in  the  syston,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  EECXT  Dallas 
regional  office  personnel  for  the  development  of  affirmative  aetjon 
plans. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Stored  on  computer  print-outs  and  letter  size  paper. 

RetrievabilHy:  Stored  alphabetically  by  the  name  erf  employee. 

Safeguards:  Stored  in  filing  cabinets.  Access  is  limited  to 
authorized  EEOC  personnel. 

Retention  and  dbposal:  Maintained  until  the  iirfoimation  is  super- 
ceded  or  obselete,  then  manually  destroyed. 

System  manager(s)  and  addrem:  Director,  Equal  Employment  Op¬ 
portunity  Commission  Dallas  regional  office  (see  appendix). 

Notification  procedure:  Inquiries  concerning  this  system  of 
records  should  be  addressed  to  the  system  nuuiager.  It  is  necessary 
to  furnish  the  following  information  in  order  to  identify  the  in¬ 
dividual  whose  records  are  requested:  (1)  FuQ  name  of  the  in¬ 
dividual  (2)  mailing  address  to  which  the  reply  should  be  sent. 

Record  acoem  proccdurm:  Same  as  the  above. 

Contcating  record  procedures:  Same  as  the  above. 

Record  source  categories:  Information  furnished  by  employing 
unit. 

EEOC-2 

System  name:  Attorney  Referral  List — EEOC 

System  location:  All  district  offices  (see  appendix). 

Categories  of  individuals  covered  by  the  system:  Attorneys. 

Categories  of  records  in  the  S3rstcni:  Contains  attorneys*  names, 
business  addresses,  telephone  numbers,  and  years  of  experience. 


Some  offices  may  maintain  the  folowing  additioaal  infonnatioa:  (1) 
the  kinds  of  cmes  the  attorneys  are  interested  in;  (2)  whether  the 
attorney  will  handle  cases  investigrted  by  EEOC;  and  (3)  descrip¬ 
tion  of  cases  handled  for  plaintifTs  and  defendants. 

Authority  lor  malBtaumoe  of  the  system:  42  U.S.C.  2000e-4(g);  44 
U.S.C.  396(a). 

Routine  uses  of  records  msiatainrrf  ha  thegyst^  hmludiag  rategs 
rics  of  users  and  the  purpoam  of  such  uses:  Used  by  EEOC  person¬ 
nel  as  a  source  of  attorneys  to  whom  charging  parties  can  be 
referred  to  handle  the  litigation  of  their  Title  VII  complaints. 

Polhies  aiMl  practices  lor  sttiriHt.  retrievhng,  aoeesslng,  retaining, 
and  iHrpnsing  of  reconh  fat  the  aytem: 

Storage:  Stored  on  prepared  forms  and  3x5*  cards. 

Retrievability:  Indexed  alphabeticaOy  by  names  of  the  attorneys. 

Safeguards:  Access  to  this  system  of  records  is  restricted  to 
EEOC  district  office  persoemd  who  have  a  legitimate  use  for  the 
information  contained  therein.  This  system  is  stored  in  a  filing 
cabinet 

Retention  and  dbposal:  Maintained  until  the  Commission  is 
notified  that  an  attorney  no  longer  wishes  to  be  included  on  the 
referral  list  •  Upon  such  notification,  records  are  destroyed  by 
manual  shredding. 

System  managerfs)  aeul  addrem;  The  District  Counsel  at  each 
EEOC  district  office  (see  ^;>pendix). 

Notification  procedure:  Inquiries  concerning  this  system  of 
records  should  be  addressed  to  the  system  manager.  It  is  necessary 
to  furnish  the  following  information  in  order  to  idenflfy  the  in- 
dividud  whose  records  are  requested;  (1)  full  name  of  the  in¬ 
dividual;  (2)  mailing  address  to  which  reply  should  be  sent. 

Record  acoem  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categoHrs;  Attorneys. 

EEOC-3 

System  name:  Charge  of  Discrimination  Case  Files — EEOC 

System  location:  District  office  where  the  charge  of  discrimina¬ 
tion  was  nied  (see  appendix). 

Categories  of  individuals  covered  by  the  system:  Any  aggrieved  in¬ 
dividuals  who  charge  that  an  unlawful  employment  practice  within 
the  meaning  of  Title  VII  of  the  Civil  Rights  Act  of  1964,  as 
amended,  has  been  committed  by  an  employer,  employment  agen¬ 
cy,  labor  organization  or  joint  labor-management  apprenticeship 
committee.. 

Categories  of  records  in  the  system:  Grievance  filed  by  charging 
party  alleging  n  discrimination,  original  communication,  perfected 
charge,  amended  charge;  copy  of  deferral  letter  to  state;  communi¬ 
cation  requesting  assumption  of  jurisdictioo;  receipt  for  copy  of 
charge;  receipt  for  notification  of  charge;  analysis  of  deferral  agen¬ 
cy  action  or  nonaction;  charging  party’s  statements  and  affidavits; 
report  of  initial  and  exit  interviews;  foUow-up  letter  from  charging 
party;  statements  aiKl  affidavits  of  charging  party*s  witnesses; 
statement  of  respondent  and  respondent’s  witnesses;  respondent’s 
statement  of  position;  correspondence  and  documentation  related 
thereto;  documentary  evidence  gathered  from  respondent  such  as 
charging  party’s  records  of  jobs  and  earnings,  recends  of  jobs  and 
earnings  of  co-workers,  seniority  list,  job  titles  and  an  ai^ysis  of 
such  documents;  affidavits  or  statements  of  any  additioaal  wit¬ 
nesses  interviewed  and  copies  of  any  documents  submitted  by 
them;  observations  made  on  a  tour  of  respondent’s  facilities,  or¬ 
ganizational  charts,  diagrams,  summaries  of  comments  made  by 
employees  regarding  work  facilities,  EEO  data,  EEO  Report  forms; 
community  background  data  such  as  racial  and  ethnic  composition, 
education  level  by  minority  group  status  and  sex,  average  income 
by  minority  status  and  sex.  and  history  of  employment  relation¬ 
ships;  collective  bargaining  agreements  when  refevant  to  the  issue 
and  related  supi^ments  or  modifications  to  the  contracts;  copies  of 
any  subpoenas  issued,  and  any  petitions  to  modify  or  revoke;  co¬ 
pies  of  any  temporary  restraining  orders  issued  to  seek  preliminary 
relief  in  the  case;  investigator’s  notices  and  analysis  of  data;  Deci¬ 
sions  and  Letters  of  Determination;  concihatioa  agreements;  state¬ 
ments  or  afftdavhs  of  additional  witnesses  contacted  in  conitection 
with  the  investigation  made;  and  any  additional  evidence  gathered 
during  the  course  of  the  investigation. 

Authority  for  mabOcnMice  at  the  sybem:  5  U.S.C.  301 ;  42  U.S.C. 
2000e-5,  -8.  and  -9;  44  U.S.C  396(a). 
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Rootfaw  ocs  of  raoonk  maintaiMd  ia  the  eyUcmt  larhwBng  cataao- 
ries  of  larri  aad  the  puepooei  of  each  osee:  The  ptupose  of  tins 
system  of  records  is  to  provide  for  the  enforcement  of  the  federal 
ixohibitioo  against  employinent  discrimination  in  the  private  and 
public  sector  based  on  race,  color,  rdtgkm,  sex  or  national  origin. 
The  records  are  the  official  file  to  be  utilized  by  authorized  EEOC 
personnel,  including  investigators,  conciliators,  attorneys,  research 
assistants  and  analysts,  Commissiooers,  Cofn|4iance  persoiu^  and 
Regional  and  District  Directors,  in  making  an  (^cial  determination 
r^aiding  the  validity  of  the  charge  of  diacrimination  and  as  suppor¬ 
tive  material  for  any  cases  which  are  subsequently  coodhat^  or 
litigated.  Other  uses  include  the  following:  (1)  to  conduct  com¬ 
pliance  reviews  with  state  and  federal  agencies,  including  the  Of¬ 
fice  of  Federal  Contract  Compliance,  Depmtment  trf  Justice,  De¬ 
partment  of  Labor,  Office  of  Revenue  Sharing  of  the  Treasury  De¬ 
partment,  the  Law  Enforcement  Assistance  Administration,  and 
other  federal  agencies  as  may  be  appropriate  or  necessary  to  carry¬ 
ing  out  the  Commission’s  function  under  the  Title.  (See  42  U.S.C. 
2000e-4(gKl),  8(b)  and  (d);  and  (2)  sharing  information  contained  in 
these  records  with  state  and  locd  agencies  administering  state  or 
local  fair  employinent  practices  laws.  (See  42  U.S.C.  20(X)e-4(gXl), 
8(b)  and  (d). 

Policies  and  praetkes  lor  storing,  retrkvhig,  ■rmming,  rctatahig, 
and  dispasiag  of  records  in  the  sytem: 

Storage:  Maintained  in  file  folders,  tape  and  computer  print-outs. 

Retrievabilfcy:  Cross-indexed  by  charging  party  name,  respondent 
name,  and  charge  number;  may  be  retrieved  by  any  of  the  above 
three  indexes. 

Safeguards:  Records  are  handled  by  authorized  persormel  of  the. 
Equal  Employment  Opportunity  (Commission  and  others;  see  rou¬ 
tine  uses.  Premises  are  locked  when  authorized  personnel  are  not 
on  duty.  Periodic  security  checks  and  emergency  planning. 

Retention  and  disposal:  (Case  files  which  are  received  in  the  Of¬ 
fice  of  Compliance  aiKl  the  Office  of  General  (Counsel  are  returned 
to  their  respective  field  offices.  Files  are  re&rd  to  Federal  Records 
Center  one  year  after  the  year  of  the  last  action,  including  aetkm  in 
the  federal  courts  or  the  last  compliance  review  (the  final  report 
submitted  by  the  respondent  after  conciliation  to  indicate  com¬ 
pliance);  destroyed  after  three  additional  years,  except  landmark 
cases,  which  are  retained. 

System  manager(s)  and  address:  District  Director  of  the  field  of¬ 
fice  where  charge  was  Hied 

Systems  exempted  from  certaka  proiisians  of  the  act:  System  is  ex¬ 
empt  under  S  U.S.C.  SS2a(kX2). 

EBOC-4 

System  naam:  (Cemunissioners*  Biographical  File — EEOC 

System  location:  Office  of  (Congressional  Affairs,  Equal  Emidoy- 
ment  Opportunity  Commission,  2401  E  Street,  N.  W.,  Washington, 
D.  C.  20506. 

Categories  of  individuals  covered  by  the  qratem:  Current  and 
former  Conunisskmers  of  EEOC. 

Categories  of  records  in  the  system:  Includes  luune,  date  and  place 
of  birth,  education  and  employment  tushuies,  (Congressional  conflr- 
mation  hearing  transcript,  speeches,  and  publications. 

Anthority  for  nmintcnancc  of  the  syatens:  44  U.S.C.  396(a). 

Routine  uses  sf  records  msintainril  in  the  system,  inf  lading  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Used  by  the  staff  of  the 
Office  of  Congressional  Affairs  to  answer  public  and  (Congressional 
inquiries  r^arding  EEOC  (Commissioners. 

BaUcies  and  praetkm  for  alach«,  retrieving,  accessing,  retaining, 
and  dispoafng  of  records  in  the  sytem: 

Storage:  Stored  on  paper. 

RcIrievabiUty:  Indexed  alphabeticaOy  by  last  tuune  of  the  (Com¬ 
missioner. 

Safegnards:  Stored  in  standard  1^  cabinets.  Available  to  <^fice 
enqrloyees  and  (Commissioners. 

Retention  and  dhpoaal:  Maintained  indefinitdy. 

System  managrrts)  asM  address;  Director,  Office  of  (Congresskmal 
Affairs,  Equal  Einployment  Opportunity  (Commission,  2401  E 
Street,  N.  W.,  Washii«ton,  D.  C.  20506. 

Natllicatiim  procedure;  Inqmries  concerning  this  system  of 
records  should  be  addressed  to  the  syst^  namager.  AH  mqtmies 
should  furnish  the  fuD  name  of  the  inidividual,  and  the  mailing  ad¬ 
dress  to  which  the  reply  should  be  mailed. 

Becard  accern  pracednres-  Same  as  the  above. 


(Cosdeating  record  procedures:  Same  as  the  Above. 

Record  source  categories;  The  (Commissioner  to  whom  the  record 
pertains,  publications,  and  original  data  generated  by  the  Commis¬ 
sion. 

EEOC-5 

System  name:  (Correspondence  and  (Congressional  Inquiries — EECXC 

System  location:  Offfee  of  (Congressional  Affairs,  Equal  Emirioy- 
ment  Opportunity  (Cmranission,  2401  E  Street,  N.  W.,  Washington, 
D.  C.  20506. 

(Categories  of  individuals  covered  by  the  system:  (Current  and 
former  EEOC  employees,  charging  parties,  members  of  the  general 
public. 

(Categories  of  records  in  the  systenu  Includes  luune  of  inquiring  in¬ 
dividuals  and  information  subinitted  by  them;  date  inquiry  received; 
date  respond  due;  to  whom  inquiry  assigned;  date  response  sent 
out;  issue  raised  in  the  inquiry. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  396(a). 

Roidine  uses  of  records  maintained  in  the  system,  indudfang  catego¬ 
ries  of  users  and  the  purposes  of  such  uacs:  Used  (a)  as  a  control  of 
iiKXMning  correspondence,  a  record  file  as  to  the  nature  and  status 
of  the  correspcmdence,  a  reference  of  assigiunent  for  outgoing 
response,  a  reference  to  previous  correspondence  on  the  same  sub¬ 
ject;  and  (b)  to  avoid  dufdication  of  responses  and  to  assure  a  refdy 
to  (Congressional  inquiries. 

INrUcia  and  practlocs  for  storhig,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  in  the  sytem: 

Storage:  Stored  in  loose-leaf  notebor^s  and  on  control  slips. 

RetrievabiUty:  Indexed  numerically  ^  date  of  incoming  letter  and 
alphabetically  by  name  of  the  inquiring  member  of  Congress  and 
inquiring  party. 

SMeguards:  Stored  in  standard  file  cabinets.  Access  to  the 
records  of  daily  incoming  and  outgoing  correspondence  is  limited  to 
office  employees.  Records  cX  these  files  are  stored  in  locked  desk 
drawers. 

Retention  and  disposal:  Retained  for  six  nnonths  after  completion 
of  necessary  action,  then  destroyed  numually.  Material  relating  to 
specific  subjects  becomes  part  of  the  subject’s  offleial  file. 

System  managrr(n)  and  address:  Director,  Office  of  (Congressional 
Affairs,  Equal  Enq>loyment  Opportunity  Conunission,  2401  E 
Street,  N.  W.,  Washington,  D.  C.  20506. 

Notifkation  procedure:  Individuals  wishing  to  know  whether  in¬ 
formation  abcHit  them  is  maintained  in  this  system  of  records 
should  address  inquiries  to  the  system  manager. 

Record  aoccss  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  (Correspondence  from  members  of  Con¬ 
gress  and  their  staffs,  charging  parties,  members  of  the  general 
public,  and  data  generated  within  the  Commission. 

EEOC-6 

System  name:  Employee  Alcoholism  and  Drug  Abuse 
Records — EEOC 

System  location:  Equal  Employment  Opportunity  Conunission, 
2401  E  Street,  N.  W.,  Washii^ton,  D.  C.  20506,  regional  and  dis¬ 
trict  offices  and  regioiial  litigation  centers  (see  appendix). 

Categories  of  budividuals  covered  by  the  system:  (Current  and 
former  employees  EEOC. 

(Categories  of  records  in  the  qrstem:  Contains  information  relating 
to  individuals  who  are  referred  to  the  I^lblk  Health  Service,  other 
ageiKy  operating  health  facilities,  alcoholic  and  drug  abuse  treat¬ 
ment  and/or  rehal^tation  centers,  and  private  physicians. 

Authority  for  maintenanoe  of  the  system:  5  U.S.C.  301;  5  U.S.C. 
7901;  42  U.S.C.  218;  44  U.S.C.  396(a);  29  CFR  1510;  45  CFR  57.1  et 
■seq.;  38  Federal  Register,  Part  1401;  CSC  FPM  Letters  No.  792-6 
aiul  -7;  Bureau  of  the  Budget  Circular  A-68,  August  28,  1964;  Bu¬ 
reau  of  the  Budget  Circular  A-72,  June  18,  1^. 

Routine  uaa  of  records  maintained  ha  the  system,  »»«clMrtfa«g  catego- 
rks  of  users  and  the  purposes  of  such  uses:  Routine  uses  of  records 
maintained  in  the  system,  including  categories  of  users  and  the  pur¬ 
poses  of  such 

Routhw  uaes  of  records  maintained  hi  the  qratan,  fafliMllwg  catego¬ 
ries  of  uaers  and  the  purposes  of  such  uses:  Used  by  authorized  per- 
soond  of  the  EEtXT  Headquarters,  regional  and  district  offices, 
personnd  division  upon  the  individual’s  request;  by  governmental 
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personnel  for  purposes  of  attaining  beneflU;  for  diackMure  in  con¬ 
nection  with  judicial  or  administrative  pcoceedings;  for  disckMure 
to  medical  posonnel  to  meet  a  medical  emergency;  for  disclosure 
to  qiuilified  personnel  for  purposes  of  research,  audits,  or  program 
evaluation;  for  disclosure  of  a  minor  patieitt  to  his/her  parents 
under  the  guidelines  set  forth  in  21  CFR.  Part  140. 

PoUdes  and  pr settees  for  storing,  retrieving,  acre  wing,  retainhag, 
and  dtepoafaig  of  recorJi  in  the  aytens: 

Storage:  Maintained  in  flle  folders. 

RctrfevabUlty:  Indexed  by  the  names  of  the  persons  on  whom 
they  are  maintained. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure.  HM  In¬ 
dividual  health  record  card:  six  years  after  last  entry.  Log  of  visit 
to  facility:  if  summarized,  three  nmnths  after  last  en^;  if  not  sum¬ 
marized,  two  years  after  last  entry.  Health  record  case  files,  related 
forms,  correspondence  and  papers  which  document  employee  medi¬ 
cal  history  except  pre-employment  health  qualificatioo  i^acement 
records,  disabihty  retirement  exams,  and  fitness  for  duty  examina¬ 
tions  which  become  a  part  of  the  OPF  (Standard  Form  66)  upon 
separation,  are  maintained  for  a  period  of  six  years  after  date  of 
last  entry. 

System  BsaBagerts)  and  address:  Director  of  Personnel,  Equal  Em¬ 
ployment  Opportunity  Commission,  2401  E  Street.  N.  W.,  Washing¬ 
ton.  D.  C.  20S06,  District  and  Regional  Directors,  and  Regional  At¬ 
torneys.  EEOC  district  and  regional  locations  (see  appendix). 

NotMteation  procedure:  Individuals  who  have  been  referred  to 
PHS,  or  other  agency  operating  health  facilities  are  aware  of  that 
fact  and  any  inquiries  concerning  this  system  should  be  addressed 
to  the  Director  of  Personnel,  headquarters,  or  the  District  or  Re¬ 
gional  Directors  and  Regional  Attorneys  at  the  distnet  and  rqponal 
locations  where  individual  is  currently  employed.  Individuals  should 
provide  their  full  name,  date  of  birth  and  social  security  number. 

Record  access  procedures:  Same  as  the  above. 

Coutesthig  record  procedures:  Same  as  the  above. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains;  private  physicians;  medical  institutions;  Veterans  AdminisUa- 
tion  benefits  program;  office  of  woricers’  compensation  programs; 
pay  and  leave  allowance  cards;  health  benefits  records  system; 
personnel  management  evaluation  and  audit  record  system. 

EEOC-7 

System  name:  Employee  Pay  and  Leave  Records — EEOC 

System  locathm:  All  locations  listed  in  appendix. 

Categories  of  individuals  covered  by  the  system:  Chirrent  and 
former  employees  of  EEOC. 

Categories  of  records  fai  the  system:  Time  and  attendance  cards 
and  forms;  leave  records  (employee  name,  branch  or  office,  pay 
period  ending,  leave  and  overtime  used  during  the  pay  period); 
requests  for  leave  (earned  or  advance)  or  leave  of  absence; 
requests  for  and  authorization  of  overtime;  annual  attendance 
record  (indicates  name,  social  security  numba,  service  computa¬ 
tion  date,  hours  and  dates  worked  and  taken  as  leave,  pay  plan,  sa¬ 
lary  and  occupation  code,  grade,  leave  earned  and  us^);  bond  b- 
suance  and  bo^  balance. 

Authority  for  mbutrumir  of  the  syslmi:  S  U.S.C.  301;  44  U.S.C. 
396(a). 

Routiuc  uses  of  records  mshitahird  fas  the  systcas,  huiudhig  catego¬ 
ries  of  users  and  the  purposes  at  such  uses:  May  be  used  by 
authorized  EEOC  personnel  to  keep  a  daily  record  of  leave  and 
overtime  acquired  and  used;  as  a  basb  for  maintaining  an  em¬ 
ployee's  official  time  card;  aiul  as  a  counseling  aid  for  employees 
and  to  assist  in  evaluating  an  employee’s  performance. 

Policies  and  practices  lor  storing,  ivtrirving.  aocesahig,  retaining, 
and  liter  niing  records  hi  the  sytem: 

Storage:  Stored  on  prepared  forms  and  on  punched  and  un¬ 
punched  cards. 

RctrievahiUty:  Indexed  alphabetically  by  name,  social  security 
number,  and/or  chronologically  by  event  and  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnd 
screening  b  employed  to  prevent  unauthorized  dbclosure.  Files  are 
stored  in  standard  cabinets,  safes  and  secured  rooma. 

Rctcatisa  and  diapoaal:  Maintained  from  three  mondis  to  one 
year.  They  are  then  manualy  destroyed. 


System  managerb)  and  addkesa:  Director  of  each  Ckunmissioa  Of¬ 
fice  or  Division  at  headquarters;  Regioaal  and  District  Directors 
(see  appendix). 

Nidjfkathm  procedure:  Employees  of  the  Commission  wishing  to 
kitow  whether  infonnation  idoout  diem  b  maintained  in  thb  system 
of  records  should  address  inquiries  to  the  Director  of  the  Office  or 
Division  where  employed  or  to  the  Dbtrict  or  Regional  Director  if 
employed  at  a  fidd  iiutallation  (see  appendix).  Former  employees 
separated  from  the  Commission  and  no  longer  in  die  federal  service 
should  address  all  i^uiries  to  the  National  Personnel  Records 
Center,  General  Services  Adminbtration.  Ill  Wiruiebago  Street,  St. 
Loub,  Missouri  63118.  The  individual  should  provide  hb  or  her  full 
name,  date  of  birth,  social  security  number  and  mailing  address. 

Record  access  procedures:  Same  as  the  above. 

ConSeadug  record  procedures:  Same  as  the  above. 

Record  source  categories:  Official  personnel  folders,  data  sub¬ 
mitted  by  employees,  and  data  submitted  by  the  (rffices  where  the 
individu^  are  or  were  employed. 

EBOC-S 

System  name:  Employee  Travd  Records — EEOC 

System  location:  Headquarters,  district  and  r^ional  offices. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  employees  of  EEOC. 

Categories  of  records  in  the  sysSem:  Includes  travel  vouchers  and 
requests,  official  travel  authorizations,  shelter  and  sustenance 
records,  copies  of  government  transportation  requests,  audit  state¬ 
ments  indicating  name,  title,  office,  duty  station  of  traveler  and 
purpose  of  travel;  dates  and  itinerary;  mode  of  transportation,  al¬ 
lowances  and  justification  for  special  modes  thereof;  record  of 
travel  advances  and  cash  payments  received;  application  and  ac¬ 
counting  for  advance  travel  funds,  and  travel  reports. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  396(a). 

Routfaie  uses  of  records  mateitafaifd  in  the  system,  tncluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorized  per¬ 
sonnel  in  the  Financial  Services  Division  at  headquarters  and  re- 
girnial  and  district  offices  as  a  record  of  planned  imd  completed 
travel  expenses  as  a  justification  of  government  travel  disburse¬ 
ments  and  to  record  accounts  receivable  by  the  government  fur  ac¬ 
counts  advanced  for  official  travel  purposes. 

PuUctes  and  praetten  for  storing,  retrieving,  accusing,  retaining, 
and  dfapostaig  of  records  in  the  sytem: 

Storage:  Stored  on  prepared  forms  (8  1/2x11*  paper). 

Retrievahility:  Indexed  alphabetically  by  name  ot  traveler  and 
chroncdogicaBy  by  date  of  occurrence. 

Safeguards:  Stored  in  standard  file  cabinets.  Access  to  any  infor¬ 
mation  contained  therein  b  limited  to  enqdoyees  whose  official  du¬ 
ties  require  such  access. 

Retention  and  diapoaal:  Filed  for  two  years  after  occurrence,  then 
manually  shredded. 

System  manager(s)  and  addrem:  Executive  Director,  Equal  Em¬ 
ployment  Opportunity  CommbskHi,  2401  E  Street,  N.  W.,  Washing¬ 
ton,  D.  C.  20506. 

Notffication  procedure:  Inquiries  concerning  thb  system  of 
records  should  be  addressed  to  the  system  manager.  It  b  necessary 
to  furnish  the  following  infonnation  in  order  to  identify  the  in¬ 
dividual  whose  records  are  requested:  (1)  full  name  of  the  in¬ 
dividual.  (2)  social  security  nuniber.  (3)  mailing  address  to  which 
reply  should  be  mailed,  (4)  date(s)  of  travel. 

Record  accMs  procedures:  Same  as  the  above. 

CVmteatteig  record  procedures:  Same  as  the  above. 

Record  source  calcgorisr;  BiDs,  receipts  and  claims  presented  by 
employees  and  original  data  generated  by  the  C^onmbsion. 

EEOC-9 

System  name:  Labor-Management  Negotbted  Agreements — EEOC 

System  locsttloii:  Equal  Employment  Opportunity  Commbsion, 
2401  E  Street.  N.  W..  Washk«ton.  D.  C.  20506.  Regioaal  and  db¬ 
trict  offices. 

Categorhs  of  individuals  covered  by  the  system:  Current  and 
former  employees  of  EEOC. 

Categortas  at  reconte  hi  the  systesn:  Contains  information  or  docu¬ 
ments  relating  to  the  (3otnaassion’s  labor-manivement  relatioos 
program,  indiiding  mformation  and  deebaons  by  the  Department  of 
Labor,  -  Impasses  Panel,  and  Federal  Labor  Relatkms  Coundl. 
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Aiitlioritjr  for  mafolcMno*  ol  the  aywtaa:  5  U^.C  301;  S  U^C. 
7001;  44  U.S.C.  396(a);  Uoyd-LaFoUette  Act  of  1912;  Executive 
Order  11491,  as  amended;  S  CFR  71 1.101>71 1.102. 

Rootfoc  uses  ct  reeords  mafotalnid  fai  the  lyatem,  hirliidhi^  cafogo- 
rtea  of  users  aad  the  purposes  ol  such  uses:  Used  by  authorized 
EEOC  personnel  to  respond  to  inquiries  or  requests  frm  parties  to 
the  negotiated  agreement;  inquiries  from  other  federal  agencies;  a 
court  subpoena  or  to  refer  to  a  District  C^ourt;  requests  by  parties 
having  standing  under  Executive  Order  11491,  as  amended;  a^  in  a 
proceeding  authorized  by  Executive  Order  11491,  as  amended. 

Policies  and  pmctiocs  for  storing,  retrieving,  urruring,  retahdng, 
and  dispasing  of  records  hi  the  q4cm: 

Storage:  Maintained  in  flle  feeders,  binders,  and  on  index  cards. 

Rctrlevabtlity:  Indexed  by  subject  matter  and  the  names  of 
parties  involved. 

Safeguards:  Limited  to  individuals  whose  official  duties  require 
access  and  the  par^s  having  a  standing  in  a  particular  labor- 
management  proceeding. 

Retentioa  and  disposal:  Maintaiited  up  to  five  years  and  sent  to 
the  National  Ardtives. 

System  numagerfs)  and  address:  Director  of  Personnel,  Equal  Em- 
jdoyment  Opportunity  Commission,  2401  E  Street,  N.  W.,  Washing¬ 
ton,  D.  C.  20S06.  District  and  Regional  Dtrectors  at  regional  and 
(hstrict  offices  (see  appendix). 

Notification  procedure:  Employees  and  former  employees  of 
EECXT  wishing  to  know  whether  information  about  them  is  main¬ 
tained  in  this  system  of  records  should  address  inquiries  to  .the 
Director  of  Personnel,  at  the  above  address,  if  they  are  or  were 
employed  at  headquarters,  Washington,  D.  C.  or  to  tte  District  artd 
Regio^  Directors  at  the  installation  where  the  individual  is  or  was 
employed  (see  appendix).  The  individuals  should.provide  their  full 
name,  date  of  bi^  and  social  security  number. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains;  members  of  the  bargaining  unit;  EEOC  officials  whose  offi¬ 
cial  duties  require  access  to  the  records;  authorized  (rfficials  from 
the  Department  of  -Labor,  Civil  Service  (Commission,  Federal 
Mediation  and  Conciliation  Service,  Federal  Labor  Relations  Coun¬ 
cil,  Federal  Service  Impasses  Panel,  and  other  third  parties  to 
disputes  resolution,  including  arbitrators;  other  federal  agmicies 
having  a  standing  in  the  Commission’s  dispute  or  requesting  infor¬ 
mation;  research  groups;  courts  and  information;  research  groups; 
courts  and  litigation;  t^  Congress  upon  request 

EE(X:-I0 

System  name:  Voluntary  Programs  Skills  Bank — EEOC 

System  location:  Office  of  Voluntary  Porgrams,  Equal  Employ¬ 
ment  Opportunity  Commission,  2401  E  Street,  N.  W.,  Washington, 
D.  C.  20506. 

Categories  of  individuals  covered  by  the  syston:  Members  of  the 
general  public  and  employees  (rf  the  federal  government  who  have 
voluntarily  submitted  resumes  or  statements  oi  personal  qualifica¬ 
tions  for  inclusion  within  the  sldUs  bank. 

Categories  of  records  in  the  system:  IiKludes  name,  address,  date 
of  birth,  educatkm,  employment  history,  military  and  criminal 
histories,  special  qualifications,  voting  residence,  social  security 
number,  letters  of  recommendation,  etc. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  2000e-4(g);  44 
y.S.C.  396(a). 

Routtae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Us^  by  authorized 
EEOC  persoimel  in  the  Office  of  Voluntary  Programs  for  technical 
aid  to  employers  requesting  Commission  assistaiKe  in  an  effort  to 
engage  in  a  remedial  action  program;  assistance  to  individuals  seek¬ 
ing  employment;  referrals  for  emidoyment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retahdng, 
and  dhposing  <rf  records  in  the  sytem: 

Storage:  Submitted  data  stored  on  paper  and  punch  cards. 

RctrievabUlty:  Indexed  by  names  of  individuals,  skills  and  qualifi¬ 
cations. 

Safeguards:  Maintained  by  authorized  persoimel  only  and  wdien 
not  in  use  kept  in  locked  file  cabinet. 

Rctenthm  and  dfsposal:  System  kept  indefinitely  and  updated  an¬ 
nually.  When  data  is  dispos^  of  it  is  manually  shredded. 


System  manager(s)  and  address:  Director,  Office  of  Voluntary 
Programs,  Equal  Employment  Opportunity  C^ommisaion,  2401  E 
Street.  N.  W.,  Washiiwton,  D.  C  20506. 

Notification  proccduse:  Individuals  who  have  submitted  resumes 
or  statements  of  personal  qualifications  are  aware  of  the  record  on 
themselves  maintained  by  the  (jommission.  They  may,  however, 
contact  the  system  manager  regarding  the  existence  of  such  records 
pertaining  to  them.  The  request  should  include  the  full  name,  date 
and  i^ace  of  birth  the  individual  and  social  security  number. 

Record  access  procedures:  Same  as  the  above. 

Ontesthig  record  procedures:  Same  as  the  above. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains. 

APPENMX 
ATLANTA  REGION 
Atlanta  Regional  Office 
Citizens  Trust  Bldg.,  Suite  1150 
75  Piedmont  Avenue,  N.  E. 

Atlanta,  Georgia  30303 
Atlanta  Regkmal  Litigation  Center 
1389  Peachtree  Street,  N.  E. 

Atlanta,  (jeotgia  30309 
Atlanta  District  Office 
(Citizens  Trust  Bldg.  lOth  Floor 
75  Piedmont  Avenue,  N.  E. 

Atlanta,  Geors^  30303 

Birmingham  I^trict  Office 

2121  •  8th  Avenue,  North,  Room  824 

Birmingham,  Alabiuna  35203 

Charlotte  District  Office 

41 1  Newth  Tryon  Street,  2nd  Floor 

Charlotte.  North  Chnriina  28302 

Jackson  District  Office 

203  West  (Taintiri  Street,  2nd  Floor 

Jackson,  Mississippi  39201 

Memphis  District  ^fice 

The  Deimon  1  Bk^.,  Suite  10(M 

46  North  Third  Street 

Memphis,  Tennessee  38103 

Miami  Dbtrict  Office 

Biscayne  Terrace  Hotel,  10th  Floor 

340  Biscayne  Boulevard 

Miami,  Florida  33132 

CHICAGO  REGION 

Chicago  Regional  Office 

6(X)  South  Michigan  Avenue,  Room  61 1 

Chicago,  Illinois  60605 

Chicago  Regional  Litigation  Center 

536  Swth  Clark  Street,  Room  902A 

Chicago,  Illinois  60605 

Chicago  District  Office 

Fedei^  Building,  Room  234 

536  South  dark  Street 

Chicago,  Illinois  60605 

Chiciiuiati  District  Office 

Federal  Building,  Room  7019 

550  Main  Street 

CiiKiimati,  Ohio  45202 

Clevdand  District  Office 

Engineers’  Building,  Room  402 

1365  Ontario  Street 

Cleveland,  Ohio  44114 

Detroit  Dntrict  Office 

Michigan  Building.  Suite  600 

220  Bagley  Avenue 

Detroit,  Michigan  48226 

Indianapolia  District  Office 

Federal  Building 

U.S.  Courthouse 

46  East  Ohio  Street,  Room  456 

Indianapolis,  Indiana  46204 

Milwaukee  District  Office 

Veterans  Administration  Bldg. 

342  North  Water  Street,  6th  Floor 
Milwaukee,  Wisconsin  53202 
DALLAS  REGION 
Dallas  R^ional  Office 
1 100  Commerce  Street.  Room  5A4 
Dallas,  Texas  75202 
Dallas  District  Office 
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400-A  Lancaster-Keist  !9iopping  Center 
Suite  10 

DaUaa,  Texas  75216 
Albuquerque  District  Office 
Natkmal  Buildiiig,  Suite  1717 
505  Marquette  Avenue.  N.  W. 
Albuquerque,  New  Mexico  87101 
Houston  District  Office 
Federal  Building,  Room  1 101 
2320  LaBranch 
Houston.  Texas  77004 
New  Orleans  District  Office 
Masonic  Temple  Bldg.  Room  1711 
333  St  Charles  Avenue 
New  Orleans,  Louisiana  70130 
San  Antonio  District  Office 
301  Broadway,  Suite  200 
San  Antonio.  Texas  78205 
KANSAS  CITY  REGION 
Kansas  City  Regional  Office 
601  East  12th  Street,  Room  113 
Kansas  City,  Missouri  64106 
Kansas  City  District  Office 
91 1  Walnut  Street,  Room  500 
Kansas  City.  Missouri  64106 
St.  Louis  District  Office 
Locust  Building,  Room  917 
1015  Locust  Strwt 
St  Louis,  Missouri  63101 
NEW  YORK  REGION 
New  York  Regional  Office 
26  Federal  Flaza,  Room  1615 
New  York,  New  York  10007 
New  York  District  OFfke 
90  Church  Street,  Room  1301 
New  York.  New  York  10007 
Boston  District  Office 
150  Causeway  Street,  Suite  1000 
Boston,  Massachusetts  02114 
Buffalo  District  Office 
One  West  Genesee  Street.  Room  1020 
Buffalo.  New  York  14202 
Newark  District  Offlce 
9  Clinton  Street,  Rooih  310 
Newark.  New  Jersey  07102 
PHILADELPHIA  REGION 
Philadelphia  Regional  Office 
127  North  4th  Street,  3rd  Floor 
Philadelphia,  Pennsylvania  19106 
Philadelphia  Regional  Litigation  Center 
127  North  4th  Street,  Suite  200 
Philadelphia,  Peims^vania  19106 
Philadelphia  District  Office 
219  North  Broad  Street.  2nd  Floor 
Philadelphia,  Pennsylvania  19107 
Baltimore  District  Office 
Rotunda  Building,  Room  210 
711  West  40th  Street 
Baltimore,  Maryland  21211 
Pittsburgh  District  Office 
Federal  Buildirtg,  Room  2038A 
1000  Liberty  Avenue 
Pittsburgh.  Peimsylvania  15222 
Washington  District  Office  " 

1717  H  Street.  N.  W.,  Suite  400 
Washington,  D.  C.  20006 
SAN  FRANCISCO  REGION 
San  Francisco  Regtonal  Office 
300  Montgomery  Street,  Suite  740 
San  FrarKisco,  California  94104 
San  Francisco  Regional  Litigation  Center 
GrosveiK>r  Flaza,  Suite  1010 
1390  Market  Street 
San  FraiKisco,  California  94102 


San  Franciaco  District  Office 
Grosvenor  Plaza,  3rd  Floor 
1390  Market  Str^ 

San  Francisco,  Cahfornia  94102 

Denver  Regional  Litigation  Center 

1531  Stout  Street 

Denver,  Colorado  80202 

Denver  District  Office 

Ross  Building,  6th  Floor 

1726  Champa  Street 

Denver,  Colorado  80202 

Los  Angeles  District  Office 

1543  West  CMynnpic  Boulevard,  Suite  340 

Los  Angeles.  California  90015 

Phoenix  Dutrict  Office 

Greater  Arizona  Savings  Building 

112  North  Central  Avemie,  Suite  601 

Phoenix,  Arizona  85004 

Seattle  District  Office 

Times  Square  Building.  4th  Floor 

415  CMive  Way 

Seattle,  Wasldngton  98101 


HEADQUARTERS  OFFICES 
EQUAL  EMPLOYMENT  OPPORTUNITY 
COMMISSION 
2401  E  Street,  N.  W. 

Washington,  D.  C.  20506 

OFFICE  OF  THE  CHAIRMAN 
Internal  Audit  Staff 
Executive  Secretariat 
OFFICE  OF  THE  VICE  CHAIRMAN 
OFFICES  OF  THE  COMMISSIONERS 
OFFICE  OF  THE  EXECUTIVE  DIRECTOR 
Federal  Liaison  Director 
Training  Center  Director 
Field  Operations  Unit 

OFFICE  OF  EQUAL  EMKXJYMENT  OPPCMITUNITY 
Federal  Women’s  Progr^  Coordinator 
16-Point  Progiani  Cooidinator 
OFFICE  OF  COMPLIANCE 
Program  Development  and  Implementation  Division 
OFFICE  OT 
Decisions  Division 
National  Programs  Division 
OFFICE  OF  VOLUNTARY  PROGRAMS 
Technical  Assistance  Division 
Special  Projects  Division 
Education  Programs  Division 
OFFICE  OF  RESEARCH 
Employment  Surveys  Division 
Research  Studies  Division 
Technical  Information  Division 
OFFICE  OT  STATE  AND  COMMUNITY  AFFAIRS 
OFFICE  OF  CONGRESSIONAL  AFFAIRS 
Legislative  Liaison  Division 
Congressional  Liaison  Division 
OFFICE  OF  GENERAL  COUNSEL 
Appdlate  Division 
litigation  Division 
Legal  Counsel  Division 
OFFICE  OT  MANAGEMENT 
Administrative  Services  Division 
Financial  Services  Division 
Management  and  Orgaiazation  Division 
Personnel  Division 
Information  Systems  Division 
Audio-Visuals  Division 
Libraiiaa 

OFFICE  OF  PROGRAM  WANNING  AND  EVALUATION 
Planning  and  Budget  Formulation  Division 
Program  Analysis  and  Evaluation  Division 
OFFICE  OT  PUBUC  AFFAIRS 
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PRESIDENT’S  COMMISSION  ON  WHITE 
HOUSE  FELLOWSHIPS 
The  White  House 

«  PRIVACY  ACT  OF  1974 

Notice  of  System  of  Records 

Notice  is  hereby  given  that  the  Commission,  in  accordance  with 
5  U.S.C.  552a(eX4)  and  (11),  Section  3  of  the  Privacy  Act  of  1974 
(Public  Law  93 — 579)  (“Act”),  proposes  to  adopt  the  notice  of 
system  of  records  set  forth  below. 

Any  person  interested  in  this  notice  may  submit  written  data, 
views,  or  arguments  to  the  Director,  President’s  Conunission  on 
White  House  Fellowships,  1900  E  Stmt,  N.W.,  Washington,  D.C. 
20415  on  or  before  S^tember  27,  1975.  AH  written  c<Mnments 
received  from  the  public  through  said  date  wiU  be  considered  by 
the  Commission  before  taking  action  on  a  final  notice.  The  ctun- 
roents  received  also  will  be  available  for  public  inspection  at  the 
above  address  between  the  hours  of  9  a.m.  and  4  p.m.  Monday 
through  Friday  (except  holidays),  as  received  and  until  4  p.m.,  Sep¬ 
tember  25,  1975. 

This  notice  was  drafted  and  the  system  of  records  to  be  noticed 
were  selected  with  major  reliance  on  the  “Guidelines  and  Responsi¬ 
bilities”  for  implementation  of  the  Act  published  by  the  Office  of 
Management  and  Budget  (40  FR  28949,  July  9,  1975).  Effective 
date.  This  notice  shall  effective  September  27,  1975. 

Bruce  H.  Haskenkamp 

Director 


Preisident’s  Commisskm  On  White  House  Fellowships 


PC  WHF~1 

System  name:  White  House  Fellowships  Records — PCWHF 
Security  classificatioa: 

System  locatioa:  President's  Commission  on  White  House  Fellow¬ 
ships,  Room  1308,  1900  E  Street,  N.  W.,  Washington,  D.  C.  20415. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
White  House  Fellowships,  Speakers  for  White  House  FeDows  edu¬ 
cation  program,  and  spouses  of  White  House  Fellows. 

Categories  of  records  in  the  ^rstem:  Applications,  index  cards  and 
supplemental  material  on  individuals  applying  for  White  House  Fel¬ 


lowships;  iographies  of  spouses  ai  White  House  Fdlows;  and 
biographies  of  speakers  engaged  for  the  White  House  Fellows  edu¬ 
cation  program. 

Authority  for  mainicnaiicc  of  the  system:  Executive  Order  11183, 
as  amended. 

Roudae  uses  of  records  maintained  in  the  system,  incIwBng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Applkations  are  used  to 
select  candidates  for  White  House  FeOows;  biogn^hies  ot  speakers 
are  distributed  to  White  House  FeOows  before  they  meet  with 
them;  and  biogn^ihies  of  spouses  of  White  House  FeOows  are  dis¬ 
tributed  to  sprakers  with  thorn  they  meet. 

Pidkies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dhpoefaig  of  records  in  the  sytem:  See  Storage,  RetrievabOity, 
Saf^Utuxls,  Access,  Retentkm,  and  Disposal  below. 

Storage:  The  records  are  maintained  in  file  fedders. 

Retrievabillty:  Records  are  indexed  by  name. 

Safeguards:  Records  are  maintained  in  filing  cabinets  in  a  secured 
room.  Records  are  available  only  to  personnel  authorized  by  the 
President’s  Commisrion  on  White  House  Fdlowships. 

Retention  and  disposal:  The  applications  for  White  House  FeOows 
who  are  selected  are  maintained  indefinitely.  Applications  for  those 
not  selected  are  destroyed  30  days  after  non-selection  notice  has 
been  mailed.  The  biographies  of  spouses  of  White  House  FeOows 
are  maintained  for  one  year  and  destroyed.  The  biographies  of 
Speakers  for  White  House  Fellovra’  Education  Program  are 
dratroyed  when  they  become  obsolete.  The  index  cards  are  main¬ 
tained  indefinitely. 

System  managerfs)  and  address:  Gerry  Newman,  Administrative 
Officer,  President’s  Commission  on  White  House  Fellowships, 
Room  1308,  1900  E  Street,  N.  W.,  Washington,  D.  C.  20415. 

Notificatloa  procedure:  Same  as  above.  It  is  necessary  to  furnish 
the  following  information  in  order  to  identify  the  individual  whose 
records  are  requested,  a.  FuO  name.  b.  Date  of  birth. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  the  records 
throi^:  Gerry  Newman,  Administrative  Officer,  President’s  Com¬ 
mission  on  Wmte  House  Fellowships,  Room  1306,  1900  E  Street. 
N.  W.,  WashingUMi,  D.  C.  20415. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  ertegories:  White  House  FeOows  and  their  Evalua¬ 
tors,  supplicants  for  White  House  Fellowships,  spouses  of  White 
House  Fellows,  aiKl  speakers. 

Systems  exempted  from  certain  proyfrions  of  the  act: 
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JOINT  BOARD  FOR  THE  ENROLLMENT 
OF  ACTUARIES 
PlUVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

Notice  it  hereby  given  that  the  Joint  Board  for  the  Enrcdlment  of 
Actuaries  (the  Joint  Board),  in  accordance  with  S  U.S.C.  5S2a(eX4) 
and  (11),  Sec.  3  of  the  Wvacy  Act  of  1974  (Pub.  L.  93—579) 
(“Act”),  proposes  to  adopt  the  notice  of  systems  kA  records  set 
forth  b^w.  Although  the  Act  requires  piMkatioa  for  coot- 
ment  of  that  portion  of  a  notice  wtich  describes  the  “routine  uses" 

the  particular  system  of  records,  the  Joint  Bond  invites  public 
comment  on  all  parts  of  the  notice. 

Any  person  interested  in  this  notice  may  submit  written  data, 
iews,  or  arguments  to  the  Executive  Director,  Joint  Board  for  the 
Enrcdlment  of  Actuaries,  U.S.  Department  of  the  Treasury, 
Washington,  D.C.  20220  on  or  before  September  27,  1975.  AU  writ¬ 
ten  comments  received  from  the  public  through  said  date  wfll  be 
considered  by  the  Joint  Board  Mcne  taking  action  on  a  final 
notice.  The  comments  received  also  will  be  available  for  public  in¬ 
spection  upon  request  therefor. 

This  notice  was  drafted  and  the  files  to  be  noticed  were  selected 
with  major  reliance  on  the  “Guidelines  and  Responsibilities"  for 
implementation  of  the  Act  published  by  the  Office  of  Maiuigement 
and  Budget  (40  FR  28949,  July  9,  197^.  The  proposed  notice  con¬ 
sists  of  an  alphabetical  listing  of  the  systems  of  records  of  the  Joint 
Board.  The  alphabetical  list  is  followed  by  the  notices  of  systems 
of  records  determined  to  be  subject  to  the  Act’s  requirentent  of 
published  notice. 

Effective  date.  This  notice  shall  be  effective  September  27,  1S175. 

Dated: 

Forest  D.  Montgomery 

Acting  Cbairman 

Joint  Boatxl  for  the  Enrollment  of  Actuaries 

The  Joint  Board  proposes  to  adopt  the  following  notice  of 
systems  of  records: 

TABLE  OF  CONTENTS 
PRIVACY  ACT  NOTICE  OF  SYSTEMS  OF 
RECORDS 

1.  Application  Files — JBEA 

2.  Charge  Case  Inventory  Files — JBEA 

3.  Denied  Applications — JBEA 

4.  Enrollment  File — JBEA 

5.  EiuoUment  Roster — JBEA 

6.  General  (Correspondence  Files — JBEA 

7.  General  Information — JBEA 

8.  Suspension  and  Termination  nies — JBEA 

9.  Suspension  and  Termination  oster — JBEA 

JBEA— 1 

System  name:  Application  FQes— JBEA 

System  location:  Joint  Board  for  the  Enrollment  of  Actuaries,  Of¬ 
fice  of  the  Executive  Director,  24(8  E  Street,  N.  W.,  Suite  1537, 
Washington,  D.  C. 

Categories  of  MtRvIduals  covered  by  the  system:  Individuals  who 
have  applied  for  enrollment  to  perform  actuarial  services  with 
respect  to  plans  to  which  the  Employee  Retirement  Income  Securi¬ 
ty  Act  (ERISA)  applies. 

Categoriei  of  recards  la  the  systeas:  1)  Comideted  apidication 
form.  2)  Informatioo  relating  to  determination  by  the  Joint  Board  as 
to  wlwther  individuals  satisfy  staiKlards  and  qualifications 
established  pursuant  to  Utle  29  U.  S.  Code,  Sectioa  1242. 

Authority  isr  msiatwiBurf  of  the  system:  29  U.S.C.  1242. 

Routine  uses  of  records  amlntained  fas  the  system,  hufaulMg  catego¬ 
ries  of  suers  and  the  purposm  of  such  uses:  1)  Determinations  as  to 
udiether  to  enroll  ixi^viduals  to  perform  actuarial  services  with 
respect  to  plans  to  which  the  ERISA  q>plies.  2)  Apparent  violations 
of  civil  or  criminal  laws  win  be  referred  to  appropriate  law  enforce¬ 
ment  authorities  for  investigation  and  possible  erhnirud  prosecution, 
civil,  court  action  or  regulatory  ordCT.  3)  References  to  Dqaut- 
ments  of  Labord  Treasury  for  purposes  of  administetmg  ERISA.  4) 


Reference  to  Depertment  of  Justice  for  advice  or  action  when  sp- 
propriate.  5)  See  Appendix  to  this  notice. 

Pottefas  aud  practices  lor  slia  hig,  rctrievhig,  accessing,  rstalBing, 
asMl  disposMg  of  records  In  the  sytem: 

Storage:  In  file  folders. 

RetrievahiMty;  This  tystem  is  indexed  by  name  of  individual. 

Ssir guards:  This  Office  keeps  aU  access  doors  locked  when  Of¬ 
fice  personnel  are  not  present.  Office  personnd  are  cautioned 
against  unnecessary  exposure  of  information  contained  in  Office 
files.  Security  investigations  are  conducted  with  respect  to  all  Of¬ 
fice  of  &iecutive  Director  personnel. 

Rrtmrion  and  disposal:  Records  contained  in  this  system  will  be 
retained  for  five  years  from  the  date  of  receipt  of  the  application. 

System  mssiagiT(s)  and  addrrm;  Executive  Director,  Joint  Board 
for  the  EnroDment  of  Actuaries,  c/o  Department  of  the  Tieasury, 
Washiiwton,  D.C.  20220 

NotRirntlon  procedure:  ItK)uiries  should  be  addressed  to:  Execu¬ 
tive  Director,  Joint  Board  for  the  Enrollment  of  Actuaries,  c/o  De¬ 
partment  of  ^  Treasury,  Washington,  D.C.  20220 

Individuals  inquiring  about  records  regarding  them  wiO  be 
requested  to  inovide  reasonable  identification.  Items  such  as  em- 
idoyment  identification  cards,  driver’s  licenses  and  credit  cards  will 
be  accepted  as  sufficient  absoit  any  indications  to  the  contrary. 

Record  aceem  procedures:  Inquiries  concerning  access  to  records 
regarding  identifiable  individuals  and  procedures  fm*  contesting  in¬ 
formation  contained  in  such  records  should  be  addressed  to:  Ex¬ 
ecutive  Director,  Joint  Board  for  the  EruoUment  of  Actuaries,  c/o 
Department  of  the  Dteasury,  Washington,  D.  C.  20220,  (202)  634 
5071 

CouMsIing  record  procedures:  Same  as  above. 

Syrtems  rsrmpled  from  certain  provisions  of  the  act:  Exemption 
from  5  U.  S.  Co^,  Section  552a(eX4)(D.  and  from  other  provisions 
of  the  Privacy  Act,  b  sought  pursuant  to  5  U.  S.  Code,  Section 
552a(kX2). 

JBEA— 2 

System  nauK:  (Charge  C^ase  Inventory  Files — JBEA 

System  location:  Joint  Board  for  the  Enrollment  of  Actuaries,  Of¬ 
fice  of  the  Executive  Director,  2401  E  Street,  NW.,  Suite  1537, 
Washington,  D.C. 

Categories  of  Iniivldnaii  covered  by  the  system:  Individuals  en¬ 
rolled  tn  perform  actuarial  services  uiKler  Eniudoyee  Retirement  In¬ 
come  Sec^ty  Act  (ERISA)  vrith  respect  to  vmom  derogatory  infor* 
mation  has  been  received. 

Catigsriei  of  records  in  the  syshnn:  1)  (Completed  application 
form,  2)  Additional  information  received  pursuant  to  request  of  the 
Joint  Board.  3)  Derogatory  information  regarding  indivkhiab’  eligi¬ 
bility  to  perform  and  performance  of  actuarial  services  with  respect 
to  plans  to  which  ERISA  applies. 

Antharity  lor  mshstAsnee  of  the  system-  Tide  29,  U.  S.  Code, 
Section  1242 

Routine  uses  of  records  nudntained  in  the  system,  hwludl^  catego¬ 
ries  of  users  and  the  purposes  of- such  uam:  1)  Detenninatioas  as  to 
whether  nKhviduab’  enrollment  to  perform  actuarial  services  with 
respect  to  plans  to  vrfiich  ERISA  applies  should  be  suspended  or 
terminated.  2)  Apparent  violations  of  civfl  or  criminal  law  will  be 
referred  to  appropriate  law  enforcement  authorities  for  investiga¬ 
tion  and  possible  criminal  prosecutioo,  civil  court  action  or  regida- 
tory  order.  3)  Reference  to  Department  of  Justice  for  advice  or  ac¬ 
tion  when  appropriate.  4)  Reference  to  investigative  (dfices  of  other 
agencies  for  fuller  devriopment  of  facts.  5)  See  Appendix  to  dib 
notice. 

Policies  and  praedem  for  slortag,  letriering,  acoeabng,  letafnii^, 
snd  dtaposlng  of  records  in  the  sytem: 

Storage:  In  file  folders. 

RctrfevafaiHty:  Thu  system  b  indexed  by  name  of  individual. 

Suleguarih-  Thb  Office  keeps  ad  access  doors  locked  when  Of¬ 
fice  personnel  are  not  present.  Office  personnri  are  cautioned 
against  urmecessary  exposure  of  information  contained  in  Office 
^es.  Security  invmtigatioos  are  conducted  widi  respect  to  all  Of¬ 
fice  of  Executive  Director  personnel. 

Retention  and  dhposal:  Records  contained  in  thb  system  wfll  be 
retained  until  the  matters  which  justified  their  iiKlusion  in  the  In¬ 
ventory  have  been  resolved.  At  that  time,  sudi  records  will  be 
transferred  to  other  appropriate  systems. 
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SytteBi  BMaafer^s)  and  addreaa:  Executive  Dnector,  Joint  Board 
for  the  EaroDment  of  Actuaries,  do  Department  of  the  Treasury, 
Washington,  D.C.  20220 

NolificatloB  proocdore:  Inquiries  should  be  addressed  to:  Execu¬ 
tive  Director,  Joint  Board  for  the  Enrollment  of  Actuaries,  c/o  De¬ 
partment  of  the  Treasury  Washington,  D.  C.  20220 

Individuals  inquiring  about  records  regarding  them  will  be 
requested  to  provide  reasonaUe  identification.  Items  such  as  em- 
I^yment  identification  cards,  drivers  licenses  nd  credit  cards  win 
be  accepted  as  sufficient  absent  any  indications  to  the  contrary. 

Record  access  procedures:  Inquiries  ctmceming  access  to  records 
regarding  identifiable  individuals,  and  procedures  for  contesting  in¬ 
formation  contained  in  such  records,  should  be  addressed  to:  Ex¬ 
ecutive  Director,  Joint  Board  for  the  Enrollment  of  Actuaries,  c/o 
Department  of  the  Treasury,  Washington,  D.  C.  20220  (202)  634- 
5071 

Contesting  record  procedures:  Same  as  above 

Systems  exempted  from  certafai  provWoos  of  the  act:  Exemption 
from  S  U.  S.  Code,  Section  S52a(eX4)(D.  and  from  other  provisions 
of  the  Privacy  Act,  is  sought  pursuant  to  S  U.  S.  Code,  Section 
552a(kX2). 

JBEA— 3 

System  name:  Denied  Applicaticms — JBEA 

System  location:  Joint  Board  for  the  Enrollment  of  Actuaries,  Of¬ 
fice  of  the  Executive  Director,  2401  E  Street,  N.  W.,  Suite  1537, 
Washington,  D.  C. 

Categories  of  indivktuals  covered  by  the  system:  Individuals  whose 
applications  fw  enrollment  to  perform  actuarial  services,  with 
respect  to  plans  to  which  the  Emidoyee  Retirement  Income  Securi¬ 
ty  Act  (ERISA)  applies,  have  been  denied. 

Categories  of  records  in  the  system:  1)  Completed  apfdication  form 
2)  Information  relating  to  determination  by  the  Jewt  Board  as  to 
whether  individuals  satisfy  standards  and  qualifications  established 
pursuant  to  Title  29  U.  S.  Code,  Section  1242. 

Authority  for  mafaitenance  of  the  system:  Title  29  U.  S.  C^ode,  Sec¬ 
tion  1242 

Routine  uses  of  records  maintained  in  the  system,  inchiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  1)  In  event  of  reapplica¬ 
tion,  determinations  as  to  whether  to  enroll  individuals  to  perform 
actuarial  services.  2)  Apparent  violations  of  civil  or  criminal  laws 
win  be  referred  to  appropriate  law  enforcement  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action  or 
regulatory  order.  3)  Reference  to  Departments  of  Labor  and/or 
Treasury  for  purposes  of  administering  ERISA.  4)  See  .^>pendix  to 
this  notice. 

Polkks  and  practioes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  feeders. 

Retrievability:  This  system  is  indexed  by  name  of  individual. 

Safegnards:  This  Office  keeps  all  access  doors  locked  when  Of¬ 
fice  personnel  are  not  present.  Office  personnel  are  cautioned 
against  unneessary  exposure  of  information  contained  in  Office 
foes.  Security  investigations  are  conducted  with  respect  to  all  Of¬ 
fice  of  Executive  Director  personnel. 

Retention  and  dispoaal:  Records  contained  in  this  system  will  be 
retained  for  25  years  from  the  date  of  receipt  of  an  application. 

System  aunagerfs)  and  address:  Executive  Director.  Jtwt  Board 
for  the  Enrollment  of  Actuaries  c/o  Department  of  the  Tkeasury 
Washington,  D.C.  20220 

Nodficatioa  procedure:  Inquiries  should  be  addressed  to:  Execu¬ 
tive  Director  Joint  Board  for  the  Enrcdlment  of  Actuaries  c/o  De¬ 
partment  of  the  Treasury  Washington,  D.C.  20220 

Individuals  inquiring  about  records  regarding  them  will  be 
requested  to  provide  reasonaUe  identification.  Items  such  as  em¬ 
ployment  identificatkm  cards,  driver’s  license  and  credit  cards  wiO 
be  accepted  as  sufficient  absem  any  indications  to  the  contrary. 

Record  aeocm  procedures:  Inquiries  concerning  access  to  records 
Hoarding  identifiable  individuals  and  procedures  for  contesting  in¬ 
formation  contained  in  such  records  should  be  addressed  to:  Ex¬ 
ecutive  Director  Joint  Board  for  the  Enrollment  of  Actuaries  c/o 
Department  of  the  Treasury  Washington,  D.C.  20220  (202)  634-3071 

CsnScatiBg  record  procedures:  Same  as  above 

Raeord  seurce  cntegoriri:  Appbeatioo  files. 


JBEA— 4 

System  name:  Enrcdlment  IHles — JBEA 

System  locution:  Joint  Board  for  the  Enrollment  of  Actuaries,  Of¬ 
fice  of  the  Executive  Director  2401  E  Street,  NW.  Suite  1537 
Washington,  D.C. 

Categories  of  fauRvIdnals  covered  by  the  syatcsn:  Individuals  en¬ 
rolled  to  pesform  actuarial  services  with  respect  to  {dans  to  which 
the  Enqdoyee  Retirement  Income  Security  Act  (ERISA)  apidies. 

Categories  of  records  fas  the  system:  1)  (Completed  apidication  for 
enroOinent  form.  2)  Information  relating  to  determination  by  the 
Joint  Board  that  individuals  satisfy  standards  and  qualifications 
estaldished  pursuwt  to  Utle  29  U.S.  Code,  Section  1242.  3)  In¬ 
vestigatory  materials  which  have  been  used  to  determine  whether 
to  suspend  or  tenninate  individuals*  enrcdlments. 

Authority  for  maintenance  of  the  system:  Title  29  U.S.  Code,  Sec¬ 
tion  1242 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  1)  Use  in  connection 
with  disciplinary  actions  pursuant  to  Title  29  U.S.  Code,  Section 
1242.  2)  Apparent  violations  of  civil  or  criminal  laws  will  be 
referred  to  appropriate  law  enforcement  authorities  for  investiga¬ 
tion  and  possiUe  criminal  prosecution,  civil  court  action  or  regula¬ 
tory  order.  3)  Verification  of  enrollment  status.  4)  Reference  to  De¬ 
partment  of  Justice  fw  advice  or  action  whra  approinriate.  5) 
Reference  to  I>epartments  of  Labor  and/or  Treasury  for  purposes 
of  administering  ERISA.  6)  See  ^^ndix  to  this  notice. 

PoUdes  and  pmctica  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  In  file  feeders. 

Retrievability:  This  system  is  indexed  by  name  of  individual. 

Safeguards:  This  Office  keeps  all  access  doors  locked  when  Of¬ 
fice  persoimel  are  not  present.  Office  personnel  are  cautioned 
against  unnecessary  exposure  of  information  contained  in  Office 
files.  Security  investigations  are  conducted  with  respect  to  all  Of¬ 
fice  of  Executive  Director  persoimel. 

Retention  and  dbpasal:  Individuals’  files  are  retained  for  ten 
years  subsequent  to  the  termination  of  their  enrollments. 

System  manager(s)  and  address:  Executive  DuecUH-  Joint  Board 
for  the  Enndlment  of  Actuaries  c/o  Department  of  the  Treasury 
Wasington,  Washington,  D.C.  20220 

Notfficatkm  procedive:  Inquiries  should  be  addressed  to:  Execu¬ 
tive  Director  Joint  Board  forthe  Enrollment  of  Actuaries  c/o  De¬ 
partment  of  the  Treasury  Washington,  D.C.  20220 

Individuals  inquiring  about  records  regarding  them  will  be 
requested  to  jHovide  reasonable  identification.  Items  such  as  em¬ 
ployment  identification  cards,  driver’s  license  and  credit  cards  will 
be  accepted  absent  any  indications  to  the  contrary. 

Record  access  procedures:  Inquiries  conceniing  access  to  records 
regarding  identifiaUe  individuals  and  procedures  for  contesting  in¬ 
formation  contained  in  such  records  should  be  addressed  to:  Ex¬ 
ecutive  Director  Joint  Board  for  the  Enrollment  of  Actuaries  c/o 
Deparment  of  the  Treasury  Washington,  D.C.  20220  (202)  634-5071 

Conlestfaig  record  procedures:  Same  as  above 

Systems  exempted  from  certain  provMons  of  the  act:  Exemption 
from  5  U.S.  Co^,  Seetkm  552a(eX4XI).  and  from  other  provisions 
of  the  IVivacy  Act,  is  sou^  pursuant  to  5  U.S.  Code,  Section 
552a(kX2). 

JBEA^— 5 

System  name:  Eimdlment  Roster — JBEA 

System  location:  Joint  Board  fenr  the  Eiuxdlroent  of  Actuaries  Of¬ 
fice  of  the  Executive  Director  2401  E  Street,  NW.  Suite  1537 
Washington,  D.C. 

Categorhs  of  indtvtduals  oovesed  by  the  system:  Individuals  en¬ 
rolled  to  perform  actuarial  services  with  respect  to  plans  to  which 
the  Employee  Retirement  Income  Security  Act  (ERISA)  applies. 

Categories  of  records  In  the  system:  List  oi  enrolled  individuals. 

AnthorRy  far  mshstenanre  at  the  system:  Title  29  U.S.  Code,  Sec¬ 
tion  1242 

Routine  uses  of  records  maintained  in  the  system,  indmUng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  1)  Co^s  d  roster  may 
be  furnished  to  representatives  ai  Departments  of  Labor  aiKl  Trea¬ 
sury  who  have  occasion  to  nteet  an^or  correspond  with  enrolled 
actuaries.  2)  Disclosure  to  public  pursuam  to  5  U.S.C..  Section  552. 
3)  See  Appendix  to  this  notice. 
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‘  Poiicfet  and  pradka  for  atoring,  m trifling,  aooeagfag,  rctainkag, 
and  dfspoofa^  of  noordi  In  the  qrlem: 

Stor^c:  Three  by  five  cards  and/or  computerized  printout. 

RctricvabiUty:  This  system  is  indexed  by  name  of  individual. 

Safeguards:  This  system  is  public  information. 

Retention  and  dbposal:  This  system  is  permanently  maintained 
and  periodically  updated. 

System  nmnagsrts)  sod  addrem:  Executive  Directm’,  Joint  Board 
for  the  EnroQn^t  of  Actuaries,  c/o  Department  of  the  Treasury, 
Washington,  D.C-  20Z20 

Notification  procedure:  Inquiries  should  be  addressed  to:  Execu¬ 
tive  Director,  Joint  Board  for  the  enrollment  of  Actuaries,  c/o  De¬ 
partment  of  the  Treasury,  Washington,  D.C.  20220 

Record  access  procedures:  Inquiries  concerning  access  to  records 
regarding  ideiitifiable  individuals  and  procedures  for  contesting  in¬ 
formation  contained  in  such  records  should  be  addressed  to:  Ex¬ 
ecutive  Director,  Joint  Board  for  the  Enrollment  of  Actuaries,  c/o 
Departntent  of  the  Treasury,  Washington,  D.C.  20220,  (202)  634- 
5071 

Contesting  record  procedures:  Same  as  above 

Record  source  categories:  Enrollment  files. 

JBEA-4 

System  name:  General  Correspondence  File — JBEA 

System  locatioa:  Joint  Board  for  the  Enrollment  of  Actuaries,  Of¬ 
fice  of  the  Executive  Director,  2401  E  Street,  NW.,  Suite  1537, 
Washington,  D.C. 

Categories  of  Individuals  covered  by  the  system:  General  PuMic. 

Categories  of  records  la  the  system:  Generally  inquiries  and  conr- 
ments  from  the  general  puUic. 

Authority  for  nudatenance  of  the  system:  Title  29  U.S.  Code,  Sec¬ 
tion  1242 

Routine  uses  of  records  maintained  in  thenystem,  includlag  catego¬ 
ries  of  users  and  the  purposes  of  such  nsm:  1)  Provide  answers  to 
inquiries  or  other  information  regarding  the  operation  of  the  Joint 
Board.  2)  See  Appendix  to  this  notice. 

Policies  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytern: 

Storage:  In  file  folders. 

Retrievabttity:  Correspondence  received  is  indexed  alphabetically 
by  last  name  of  writer. 

Safeguards:  The  Office  of  the  Executive  Director  keeps  all  access 
doors  locked  when  Office  personnel  are  not  present.  Office  person¬ 
nel  are  cautioned  against  unnecessary  exposure  of  informatkxi  con¬ 
tained  in  Office  files.  Security  investigations  wiO  be  conducted  with 
respect  to  all  Office  of  Executive  Dirrctor  personnel. 

Rctentioa  and  disposal:  Correspondence  contained  in  this  file  b 
disposed  of  after  five  years  from  the  date  of  receipt 

System  aunagcr(s)  and  address:  Executive  Director,  Joint  Board 
for  the  Enrollment  of  Actuaries,  c/o  Department  of  the  Treasury, 
Washington,  D.C.  20220 

NotificatioB  procedure:  Inquiries  should  be  addressed  to:  Execu¬ 
tive  Director,  Joint  Board  for  the  EmoOment  of  Actuaries,  c/o  De¬ 
partment  of  ^  Treasury,  Washington,  D.C.  20220 

Individuab  inquiring  about  records  regarding  them  will  be 
requested  to  provide  reasonable  identification.  Items  such  as  em¬ 
ployment  identification  cards,  driver’s  license  and  credit  cards  will 
be  accepted  a.^  sufficient  absent  any  indications  to  the  contrary. 

Record  aceem  procedures:  Inquiries  concerning  access  to  records 
regarding  identifiable  individuab  and  procedures  for  contesting  in¬ 
formation  contained  in  such  records  duMild  be  addressed  to:  Ex¬ 
ecutive  Director,  Joint  Board  for  the  Enrollment  of  Actuaries,  c/o 
Department  of  the  Treasury,  Washington,  D.C.  20220  1202)  634- 
5071 

Coatesthig  record  procedures:  Same  as  above 

Record  source  categories:  General  public. 

JBEA— 7 

System  ubm;  General  Infonnation — JBEA 

l■^nHsn  Joint  Board  for  the  Enrollment  of  Actuaries,  Of¬ 
fice  of  the  Executive  Director,  2401  E  Street,  NW.,  Suite  1537, 
Washington,  D.C. 

rategeriri  of  hNMdaals  covered  by  the  systeUK  Individuab  who 
Imve  not  applied  for  emoBment  to  perform  art— rial  services  but 


with  reflect  to  uduim  information  relevant  to  any  future  application 
has  been  received. 

Categories  of  records  in  the  system:  1)  Information  rebting  to 
determinations  by  the  Joint  Board  as  to  whether  individuab  satisfy 
standards  and  qualifications  established  pursuant  to  Title  29  U.S. 
Code,  Section  1242.  2)  See  Appenefix  to  tfab  notice. 

Authority  for  msintmsnrr  of  the  system:  Title  29  U.S.  Code,  Sec¬ 
tion  1242. 

Roufine  uses  of  records  msinhitnfd  hi  the  systeas,  huludlng  catego¬ 
ries  of  users  and  the  pinpoam  of  such  uses:  1)  Determinations,  as  to 
whether  to  enrcdl  iiidividuals  to  perform  actuarial  services  with 
respect  to  (dans  to  vrfiich  the  Employee  Retirement  Income  Securi¬ 
ty  Act  (ERISA)  applies,  to  be  nuale  at  such  times  as  applications 
are  received  from  such  individuab.  2)  Apparent  vkdations  ol  civil 
or  criminal  bws  will  be  referred  to  appropriate  bw  enforcement 
authorities  for  investigation  and  possible  criminal  prosecution,  civO 
court  action  or  regubtory  order.  3)  Reference  to  Department  of 
Justice  for  advice  or  action  when  appropibte.  4)  Reference  to  in¬ 
vestigative  offices  of  other  agencies  for  fuller  development  of  facts. 
5)  Sm  Appendix  to  thb  notice. 

Policies  and  practices  for  staring,  retrieviBg,  aoeesdug,  retaining, 
and  tBspoefaig  of  records  In  the  qrtem: 

Storage:  In  file  fedders. 

Retiievability:  Thb  system  b  indexed  by  name  of  individual 

Safeguards:  Thb  Office  keeps  all  access  doors  locked  when  Of¬ 
fice  personnel  are  not  present.  Office  personnel  are  cautioned 
against  unnecessary  exposure  of  information  contained  in  Office 
fibs.  Security  investigations  are  conducted  with  respect  to  ail  Of¬ 
fice  of  Executive  Director  personnel. 

Retention  and  dbposal:  General  information  b  retained  for  20 
years  after  receipt  thereof. 

System  managcr(s)  and  address:  Executive  Director,  Joint  Board 
for  the  Enrcdlment  of  Actuaries,  c/o  Department  of  the  Treasury, 
Washii«ton,  D.C.  20220. 

Nodficatioa  procedure:  Inquiries  should  be  addressed  to:  Execu¬ 
tive  Director,  Joint  Board  for  the  Enrollment  of  Actuaries,  c/o  De¬ 
partment  of  the  Treasury,  Washington,  D.C.  20220 

Individuals  inquiring  abom  records  regarding  them  will  be 
requested  to  provide  reasonaUe  identification.  Items  such  as  em¬ 
ployment  identification  cards,  driver’s  license  and  credit  cards  will 
be  accepted  as  suffiebnt  absent  any  indications  to  the  contrary. 

Record  aco—  prooedwes:  Inquiries  concerning  access  to  records 
regarding  kbntifbbb  individuals  and  procedures  for  contesting  in¬ 
formation  contained  in  such  records  should  be  addressed  to:  Ex¬ 
ecutive  Director,  Joint  Board  for  ttie  Enrollment  of  Actuarbs,  c/o 
Department  of  the  Treasury,  Washington,  D.C.  20220  (202)  63^ 
5071 

Conteslhig  record  procedurm:  Same  as  above 

Systems  caesnpted  from  ccrtahi  prevbiom  of  the  act:  Exemption 
from  5  U.  S.  Code,  Section  552a  (eX4XI).  and  from  other  provi¬ 
sions  the  Privacy  Act,  b  sou|^  pursuant  to  5  U.S.  Code,  Sec¬ 
tion  552a(kX2). 

JKA— < 

System  aa— :  Suspension  and  Termination  Files — JBEA 

System  localiou:  Jemt  Board  for  the  Enrollment  ot  Actuaries.  Of¬ 
fice  of  the  Executive  DireeUx-,  2401  E  Street.  NW.,  Suite  1537, 
Washington,  D.C. 

Catagostes  of  Individuab  covered  by  the  system:  Individuab  whose 
eimdlmenb  to  perform  actuarial  services  with  respect  to  plans  to 
which  the  Employee  Retirement  Income  Security  Act  (ERISA)  ap¬ 
plies  have  been  suspended  or  terminated. 

Cstegorbs  of  records  In  the  system:  1)  Compbted  application  for 
enrollment  form.  2)  Infonnation  rebting  to  determinatian  by  the 
Joint  Board  m  to  whether  inchviduab  satisfy  standards  and  qualifi¬ 
cations  esbUished  pursuant  to  Thb  29  U.S.  Code,  Section  1242.  3) 
Additional  information  received  pursuant  to  request  of  the  Joint 
Board  made  under  authority  of  20  CFR,  Section  901.10(b).  4) 
Derogatory  informatioo  regarding  individuab’  eligS>9ity  to  p^orm 
actuarial  services  with  respect  to  plans  to  which  ERISA  applies  or 
evidence  of  dbreputabb  conduct  within  meaning  of  Tide  20,  CFR. 
5)  Record  of  administrative  proceedmg  for  suspension  or  termina¬ 
tion. 

Anthorlty  fcr  msfetemmee  of  the  system:  Tide  29  U.S.  Code,  Sec¬ 
tion  1242. 
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Bantw  oMs  of  recnrtto  nmhitafaird  in  the  qrelcni,  facludfait  cetego- 
riee  o(  iiern  and  the  purpoaes  af  euch  naea:  1)  Maintain  record  of 
those  whose  enroDment  to  perform  actuarial  services  has  been 
suspended  or  terminated.  2)  .^jparent  violation  of  civil  or  criminal 
law  wiO  be  referred  to  appropriate  law  enforcement  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action  or 
regulatory  order.  3)  Reference  to  Department  of  Justice  for  advice 
or  action  when  apfvopriate.  4)  Reference  to  Departments  of  Labor 
and/or  Treasury  for  purpose  administering  ERISA.  S)  See  ^;>- 
pendix  to  this  notice. 

Poikks  and  practloes  for  sinhig,  retrievhig,  acct  Bring,  rctainfaig, 
and  dhpesing  of  records  ha  the  sytcnu 

Storage:  In  file  folders. 

RctrleTabaity:  This  system  is  indexed  by  name  of  individual. 

This  Office  keeps  aD  access  doors  locked  when  Of¬ 
fice  personnel  are  not  present  Office  personnel  are  cautioned 
against  uimecessary  exposure  of  information  contained  in  Office 
files.  Security  investigations  are  conducted  with  respect  to  all  Of¬ 
fice  of  Executive  Director  persormel. 

Retention  and  disposal:  Retain  until  2S  years  after  case  closed. 

System  asaaagei^s)  and  addras:  Executive  Director,  J<^  Board 
for  the  EruoOment  of  Actuaries,  c/o  Department  ot  the  Treasury, 
Washington,  D.C.  20220 

NotBcatioa  procedure:  Inquiries  should  be  addressed  to:  Execu¬ 
tive  Director,  Joint  Board  for  the  EmoDment  of  Actuaries,  c/o  De¬ 
partment  of  the  Treasury,  Washington.  D.C.  20220 

Individuals  inquiring  about  records  regarding  them  will  be 
requested  to  provide  reasonaMe  identification.  Items  such  as  eir>- 
ployment  identification  cards,  driver’s  license  and  credit  cards  will 
be  accepted  as  sufficient  absent  any  indications  to  the  contrary. 

Record  access  procedures:  Inquiries  concerning  access  to  records 
regarding  identi&ble  individuals  and  procedures  for  contesting  in¬ 
formation  contained  in  such  records  should  be  addressed  to:  Ex¬ 
ecutive  Director,  Joint  Board  for  the  Eiuollment  ol  Actuaries,  c/o 
Department  of  the  Treasury,  Washington,  D.C.  20220  (202)  634- 
5071 

Contesting  record  procedures:  Same  as  above 

Systems  exempted  from  certain  provisions  of  the  act:  Exemption 
from  S  U.S.  Code,  Section  SS2a  (eX4XI)>  and  from  other  provisions 
of  the  Privacy  Act,  is  sought  pursuant  to  5  U.S.  Code,  Section 
552a(kX2). 

JBEA— 9 

System  ruune:  Suspension  and  Termination  Roster — JBEA 

System  location:  Joint  Board  for  the  Eiuollment  of  Actuaries,  Of¬ 
fice  of  the  Executive  Director,  2401  E  Street,  NW.,  Suite  1337, 
Washington,  D.C. 

Catcgortes  of  individuals  covered  by  the  system:  Individuals  whose 
eimrflments  to  perform  actuarial  services  with  respect  to  plans  to 
which  the  Employee  Retirement  IiKome  Security  Act  (ERISA)  ap¬ 
plies  have  been  suspended  or  terminated. 


Categottes  of  records  in  the  systenK  List  of  actuaries  whose  en- 
ndlment  has  been  suspeiKled  or  tenninated. 

Authority  for  nuhricnance  of  the  qutem:  Title  29  U.S.  Coda,  Sec¬ 
tion  1242. 

Routine  uses  of  records  maintained  hi  the  qratem,  inrinding  catego¬ 
ries  of  users  and  the  purpoom  of  such  uses:  1)  Copies  of  roster  may 
be  furnished  to  representatives  of  Departments  <k  Labcu  and  Trea¬ 
sury  who  have  occasion  to  meet  and/or  correspond  with  emoOed 
actuaries.  2)  Disclosure  to  pubUic  pursuant  to  S  U.S.  Code,  Section 
SS2.  3)  See  Appondix  to  this  notice. 

Polkies  and  practiocs  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  sytem: 

Storage:  Three  by  five  cards  and/or  computerized  printout 

Retrievability:  This  system  is  indexed  by  name  of  individual. 

Safeguards:  This  system  is  puUic  information. 

Retention  and  disposal;  This  system  is  permanently  maintained 
and  periodically  updated. 

System  managers)  and  addrem:  Executive  Director,  Joint  Board 
for  the  EnroDment  of  Actuaries,  c/o  Department  of  the  Treasury. 
Washington.  D.C.  20220  ' 

Notification  procedure:  Inquiries  should  be  addressed  to:  Execu¬ 
tive  Director,  Joint  Board  for  the  Eiuollment  of  Actuaries,  c/o  De¬ 
partment  of  the  Treasury,  Washington.  D.C.  20220. 

Record  accem  procedures:  Inquiries  concerning  access  to  records 
F^arding  identifiaMe  individuals  and  procedures  for  contesting  in¬ 
formation  contained  in  such  records  should  be  addressed  to:  Ex¬ 
ecutive  Director,  Joint  Board  for  the  EnroDment  of  Actuaries,  c/o 
Department  of  the  Treasury,  Washington,  D.C.  20220,  (202)  63^ 
5071 

CoMtestiug  record  procedures;  Same  as  above 

Record  source  categories:  1)  Suspension  and  Termination  ffles. 

'appendix 

Additional  Routine  Uses  A  record  maintained  by  the  Joint  Board 
for  the  EnroDment  of  Actuaries  (the  Joint  Board)  to  carry  out  its 
functions  may  be  disclosed  as  a  "routine  use"  to  a  federal  agency, 
in  response  to  its  request,  in  connection  with  the  hiring  or  retention 
of  an  employee,  the  issuance  of  a  security  clearance,  the  reporting 
of  an  investigation  of  an  employee,  the  letting  of  a  contract,  or  the 
issuance  of  a  license,  grant  or  other  benefit  by  the  requesting  agen¬ 
cy,  to  the  extent  that  the  information  is  relevant  and  necessary  to 
the  requesting  agency’s  decision  on  the  matter,  provided  that  dis¬ 
closure  is  compatible  with  the  purp<^  for  which  such  record  was 
collected. 

A  record  maintained  by  the  Joint  Board  to  carry  out  its  functions 
may  be  disclosed  in  response  to  a  court  subpoena,  to  appropriate 
parties  engaged  in  litigation  or  in  preparation  of  possible  litigation 
such  as  potential  witnesses  for  the  purpose  of  securing  their 
testimony  when  necessary  to  courts,  magistrates  or  administrative 
tribunals,  to  parties  and  their  attorneys  for  the  purpose  of  proceed¬ 
ing  with  litigation  or  setUement  of  disputes,  to  ir,^viduals  seeking 
information  by  using  estaUished  discovery  procedures,  whether  in 
connection  with  civfl,  criminal  or  r^ulatory  {Hoceedings. 
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U.S.  WATER  RESOURCES  COUNCIL 
PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

For  purposes  of  implementing  the  Privacy  Act  of  1974,  the  U.S.  Water  Resources  Council  proposes  to  adopt  the 
following  notices  of  the  existence  and  character  of  the  systems  of  records  maintained  by  the  Council  that  contain  in¬ 
formation  about  individuals. 

Interested  persons  are  invited  to  submit  written  comments,  suggestions  or  objections  regarding  this  proposal  to 

the  Director,  U.S.  Water  Resources  Council,  2120  L  Street,  NW,  Washington,  D.C.  20037,  on  or  before  - , 

1975. 

Dated:  Aug.  II,  1975  Warren  D.  Fairchild, 

Director. 


Table  of  Contents 


1.  Confidential  Statements  of  Employment  and  Financial  Interests  (WRC) 

2.  General  Financial  Records  (WRC) 

3.  Mailing  Lists  (WRC) 

4.  Payroll  Records  (WRC) 


WRC  1 

System  name:  Confidential  Statements  of  Employment  and  Financial 
Interests— U.S.  Water  Resources  Council  (WRC). 

Sccwily  clamification:  Office  of  Management;  U.S.  Water 
Resources  Council;  2 1 20  L  Street,  NW.,  Washington,  D.C.  20037. 

Calcgorict  of  indlviduab  covered  by  tbe  system:  Council  employees 
listed  in  18  CFR  section  706.401. 

Categories  of  records  in  the  system:  Individual  WRC  Forms  8, 
“Confidential  Statement  of  Employment  and  Financial  Interests". 

Authority  for  raaintenance  of  tbe  system:  42  \J  SC  1962a  etseq.;  E.O. 
11222  of  May  8.  1%5;  5  CFR  section  735.403;  18  CFR  Part  706,  Sub¬ 
part  D. 

Routine  nses  of  records  melwtainrd  in  the  system,  incinding  ntego- 
ries  of  users  and  the  pnrposes  of  such  nses:  Review  for  restmtion  of 
conflicts  of  interests  by  Director  and  Assistant  Director  for  Program 
Coordination  and  Management. 

PoHdes  and  practices  for  storing,  retrieving,  acceming,  retataing, 
and  disposing  of  records  in  the  sytem: 

Storage:  Paper. 

Retrievability:  Manual. 

Safegimrds:  Retained  in  locked  file  cabinet  in  secured  office;  ac¬ 
cess  limited  to  those  officials  authorized  to  review  statements. 

Routine  uses  of  records  mainlainfd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposm  of  such  nses:  Dispos^  two  years  after, 
employee  leaves  a  position  in  which  a  statement  is  required  or  two 
years  after  the  employee  leaves  the  Council,  whichever  is  earlier. 

System  managerfs)  and  addrem: 

Administrative  Officer 
U.S.  Water  Resources  Council, 

2120  L  Street,  NW.. 

Washington,  D.C.  20037. 

NotWeation  procedure:  Contact  system  maruiger  listed  above. 

Record  accem  procedures:  See  Council  access  regulatioiis  in  18 
CFR  section  701.303. 

Contesting  record  procedures:  See  Council  access  regulations  in  18 
CFR  section  701.307. 

Record  source  categories:  Individual  concerned  or  other  person 
requested  by  the  individual  to  submit  the  information  in  his  behalf. 

WRC  2 

System  name:  General  Financial  Records— U.S.  Water  Resources 
CouncU  (WRC). 

Security  dassMcatinn:  General  Services  Administration,  Central  Of¬ 
fice;  copies  held  by  the  Council  at  2120  L  Street,  NW.,  Washington. 
D.C.  20037.  (GSA  bolds  records  for  the  Counefl  under  contract.) 

Categories  of  individaals  covered  by  the  system:  Council  employees. 

Categories  of  records  In  the  system:  SFi038,  application  and  ac¬ 
count  for  advance  of  funds;  vendor  raster  and  vendor  payment 
tape.  Information  is  used  by  accounting  technicians  to  maintain 
adequate  financial  information  and  by  other  offices  and  employees  of 


(jSA  and  the  Council  who  have  a  need  for  the  record  in  the  per¬ 
formance  of  their  duties. 

Authority  for  mafatenance  of  the  system:  31  U.S.C..  generally;  42 

U.S.C.  1962a;  etseq. 

Routine  uses  of  records  maintained  In  the  mstem.  Including  catego¬ 
ries  of  users  and  the  purposes  of  imeh  nses:  See  Appendix;  Recoil 
I  also  are  released  to  GAO  for  aduits;  to  the  IRS  for  investigation;  and 
to  private  attorneys,  pursuant  to  a  power  attorney. 

PoHcies  and  practices  for  storing,  retrieving,  accessing,  retaMng, 
and  disposing  of  records  in  the  qrtem: 

!  Storage:  Paper  and  tape. 

Retrievability:  Manual  and  automated  by  name. 

Safegnards:  Stored  in  guarded  building;  released  only  to  authorized 
persoiuwl. 

Rctenthm  and  dfsposnl:  Diniosition  of  records  shaU  be  in  ac- 
icordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managetfs)  and  addrem: 

Administrative  Officer 
I  U.S.  Water  Resources  Council 

2120  L  Street.  NW. 
j  Washington.  D.C.  20037 

I  NotMcation  procedure:  Contact  system  manager  listed  above'. 

I  Record  accem  procedures:  See  Council  access  procedure  r^ubtions 
I  in  18  CFR  section  701.303. 

Contcstiiig  record  procedures:  Sec  Council  access  regulations  in  18 
CFR  section  701 .307. 

Record  source  categories:  The  Subject  individual;  the  Council. 

I  WRC  3 

System  anme:  U.S.  Water  Resources  Council  Mailing  Lists  (WRC). 

Secm'Ry  clamMIcaHon:  System  is  in  the  possession  of  a  contractor. 
The  contractor  may  change  from  time  to  time.  Copies  are  held  by  the 
CouncU  at  2120  L  Street,  NW..  Washington,  D.C.  20037. 

Catmories  of  individaals  covered  by  the  system:  Federal  and  State 
officials;  individuals  representi^  engineenng  groups,  universities, 
special  interest  groups,  and  media;  and  private  citizens. 

Categories  of  records  in  the  system:  Names  and  addresses  of  in¬ 
dividuals  and,  where  applicable,  the  ueganization  group,  or  institution 
represented  by  the  indivulual. 

Authority  for  maiatenaacc  of  the  system:  42  U.S.C.  I962aetscq. 

Rontine  nms  of  rscords  maintained  in  the  system,  including  calego- 
rin  of  users  and  the  pnyms  of  snch  uses:  See  Appoidix;  also  to  pro¬ 
vide  infonnation  on  (TouncU  policy,  procedures,  objectives  and 
guidelines  to  parties  having  an  interest  by  reason  of  their  position  or 
an  expressed  interest,  in  the  nation's  water  and  related  land 
resources. 

I  Policies  and  practlocs  far  storing,  retrieving,  accessing,  retaining, 
and  dhpoaing  of  reootds  in  the  sytenu 

Storage:  Computer  based  or  manual,  depending  on  the  methods 
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used  by  the  contractor. 

BstriirahUy  ^  either  name  or  a  key  number,  schemed  to  relate 
to  name  and  location  of  individual. 

SycgnardR  Mailing  list  is  used  by  the  contractor  only  at  the 
direction  of  a  properiy  authorized  Councfl  employee. 

Brtrntinn  and  dtapoMl:  An  individual  name  is  retained  on  n«*ilim 
lists  until  the  Council  receives  a  request  that  the  name  be  removed.  ‘ 

System  amnatcrfs)  and  address: 

Public  Iitformation  Officer,  U.S.  Water  Resources  Council.  2120  L 
Street.  NW..  Washington.  D.C.  20037 

NodBeadon  procedure:  Contact  system  manager  listed  above. 

Record  access  procedures:  See  Council  access  regulations  in  18 
CFR  section  701.303. 

Contesting  record  procedures:  Sec  Council  access  emulations  in  18 
CFR  sectioo  701.307. 

Record  source  categorieit  By  request  of  individual  to  be  placed  on 
mailing  list  or  by  virtue  of  position. 

WRC4 

System  name:  Payroll  Records  —  U.S.  Water  Resources  Coundl  ( WRC).| 

Seiuritji  cIsBilIkatton:  General  Services  Administration,  Region  3 
Office;  copies  held  by  the  Council  at  2120  L  Street,  NW.,  Washing- ‘ 
ton,  D.C.  20037.  (GSA  holds  records  for  Council  under  contract.) 

Catsgorfci  of  iadhrlduab  covered  by  the  system:  Past  and  present 
Council  employees. 

Catsgnriri  of  records  in  the  system:  Varied  payroll  records  includ¬ 
ing,  among  other  documents,  time  and  attendance  cards;  payment 
vouchers;  comprehensive  listing  of  employees;  health  beneHts, 
records;  requests  for  deductions;  tax  forms;  W-2  forms;  overtime 
requeued;  Imvc  data;  retirement  records.  Records  are  used  by  Coun¬ 
cfl  and  GSA  employees  to  maintain  adequate  payroll  information  for 
Council  employees  and  otherwise  by  Councfl  and  GSA  emptoyees 
who  have,  a  ne^  for  the  record  in  the  performance  of  their  duties. 

Authority  lor  maintfnsnrc  of  the  system:  31  U.S.C.,  generally;  42* 
U.S.C.  1962a  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  includng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Records  are 
also  rdcased  to  GAO  for  audits:  to  IRS  for  investigation;  and  to' 
private  attorneys,  pursuant  to  a  power  of  attorney.  1 

PuHcies  and  practlocs  lor  storing,  retrieving,  accesring,  retainiag, 
and  dbpoolBg  of  records  in  the  sytenu 

Shirugri  Paper  and  microfilm.  I 

RetrievabiUty:  Social  Security  Number. 

Safeguards:  Stored  in  guarded  building;  released  only  to  authorized ' 
penoimel. 

Rrisntion  and  dhposal:  Disposition  of  records  shall  be  in  ac¬ 


cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managrrfs)  and  addrcsr 
Administrative  OfBcer 
I  U.S.  Water  Resources  Council 

!  2120  L  Street,  NW. 

Washington,  D.C.  20037 

Notilicatiea  procedure:  Contract  system  manager  listed  above. 

Record  accem  procedures:  See  Councfl  access  regulations  in  18 
CFR  section  701. W3. 

Notmcatloa  procedure:  See  Council  access  regulations  in  18  CFR 
section  701.307^ 

Record  source  categories:  The  subject  individual;  the  Councfl. 


APPENDIX  (WRC) 

In  the  event  that  a  system  of  records  maintained  by  this  arency  to 
carry  out  its  functions  indicates  a  violation  or  potential  vkmtion  of 
law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether  aris¬ 
ing  by  general  statute  or  particular  program  statute,  or  by  r^^ulation, 
nue  or  order  issued  pursuant  thereto,  the  relevant  records  in  the 
system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  Federal,  State,  local  or  foreign,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violadon 
or  charged  with  enforcing  or  im^menting  the  statute,  or  rule,  regu¬ 
lation  or  order  issued  pursuant  thereto. 

I  A  record  from  this  system  of  recmds  may  be  disclosed  as  a 
'  “routine  use”  to  a  Federal,  State  or  local  agei^  maintaining  civil, 
i  criminal  or  other  relevant  enforcement  information  or  other  pertinent 
I  information,  such  as  current  licenses,  if  necessary  to  obtain  informa¬ 
tion  relevant  to  an  a^ncy  decision  concerning  the  hiring  or  retention 
of  an  empk>Yee,  the  issuance  of  a  security  clearance,  tte  letting  of  a 
contract  or  me  issuance  of  a  license,  grant  or  other  benefit 
I  A  record  from  this  system  dL  records  may  be  disclosed  to  a 
'  Federal  agency,  in  response  to  its  re<|uest,  in  connectioo  with  the  hir- 
'  ing  or  retention  of  an  employee,  the  issuance  of  a  security  clearance, 

,  the  repotting  of  an  investigatioo  of  an  employee,  the  letti^  of  a  con¬ 
tract  or  the  issuance  of  a  license,  grant  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  requesting  agency’s  decision  in  the  matter. 

A  rec^  from  this  system  of  records  may  be  disclosed  to  an 
I  authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investi^tor,  arbitrator  or  other  duly 
authorized  ^fkial  engaged  in  investigation  of  settlement  of  a 
,  grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record  from 
this  system  of  records  may  be  disclo^  to  tte  United  States  Civil- 
Service  Commission  in  accordance  with  the  agency's  responsibility 
for  evaluation  and  oversight  oA  Federal  personnel  managemenL 

A  record  from  diis  system  dt  records  may  be  disclosed  to  officers 
and  emifloyees  of  a  Federal  ageocy  for  purposes  of  audit 
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For  an  advance  "look"  at  the 
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new  information  service.  A 
recording  will  give  you  selections 
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documents  to  be  published  in  the 
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